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ABSENTEEISM 
»-1 
Williamson, John W. and Mart G. van Nieuwenhuijzen. 

Health Benefit Analysis; an application in industrial absenteeism. Journal of 

occupational medicine, vol. 16, no. 4, April 1974, pp. 229-233. 

Explains the use of Health Benefit Analysis, a method of quantifying the health 

effects of medical care, making it possible for a health agency to compare projected 
health benefits with associated costs. Describes its application to the problem of 
industrial absenteeism at the Philips Electric Corporation of Eindhoven, Holland. 


ADVERSE ACTIONS 





5-2 

Jacobson, Raymond. 
Forum: the CSC plays no favorites, Federal times, vol. 10, no. 5, April 10, 
1974, p. 10. 

The Director of the U.S. Civil Service Commission's Bureau of Policies and 
Standards comments on the Commission's role “in reviewing employee appeals from 
adverse actions taken by/Federal/ agencies."' He describes the findings of studies 
on the appeals system by the Commission, the Administrative Conference of the 
United States and the General Accounting Office and points out changes that are 
currently being made. 


ASSESSMENT CENTERS 





5=3 
Howard, Ann. 
An assessment of assessment centers. Academy of Management journal, vol. 17, 
no. 1, March 1974, pp. 115-134. 
Research designed to examine the structure, use and efficacy of assessment 
centers showed them to be of value especially for management positions. Author 
also reviewed other research on assessment centers. 


ATTITUDE SURVEYS 

5-4 

Erdos, Paul L. 
Employee surveys. Personnel journal, vol. 53, no. 4, April 1974, pp. 294-300. 

Erdos feels that well designed employee surveys can take the place of the 

person-to-person talks between the employee and his boss which are prohibitive 
in today's large organizations. He identifies some of the purposes for which 
these surveys may be used and provides pointers for carrying out mail surveys. 





AUTOMATIC DATA PROCESSING--EFFECTS 
5-5 
Grindley, Kit and John Humble. ‘ 1d201 -G88e 


The effective computer; 
1973. 187 pp. 


A practical i ion falj 
cies “ book for line managers, functional specialists and others about the 

é ip between general management and the computer. Part 4, "A plan for managing 
change," considers the effects of changes arising from computer systems, conflicts 


between operational managers and computer specialists, and ways to motivate and train 
people at all levels. 


a management by objectives approach. New York, Amacom, 
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CAREER MOBILITY 





5-6 

McGregor, Eugene B., Jr. 
Politics and the career mobility of bureaucrats. American political 
review, vol. 68, no. 1, March 1974, pp. 18-26. 

"This paper examines the career patterns of federal higher civil servants by 
developing a comparative measure of career mobility and linking these career 
patterns to a theory of political control." McGregor concludes that "the 
of high level civil servants, and maybe the careers of most of the 


science 


careers 
federal service 
are probably truncated at the bureau level of administration. Whether this 
can be regarded as healthy or not seems largely a function of 
spective." 


i t 
patterr 
one's political per- 


CAREER PLANNING 
5-7 . 
Mawer, Ge Ac 
Career development--the scope for individual initiative. Management services in 
government (Gt. Brit.), vol. 29, no. 1, February 1974, pp. 40-45. 
The author explains the Australian Public Service method of letting employee: 
Pp I 
know what vacancies exist. He feels that placing the obligation to compete for 
the vacant post on employees is healthy and allows a greater measure of individual 
I ploy g 
planning than the British system, with which he draws a comparison. 


CHANGE ORGANIZATIONAL 


»- 8 





Cutsinger, John W. 


Organizational development in Dallas. Public management, vol. 


/ 


96, no. 4, April 1974 
pp. 3-4. 


Concepts of organizational development (OD) were integrated into the personne 
development program of the city of Dallas. Management goals meetings 


seminars, etc., were done on a departmental rather than a 


» team-building 


city-wide basis. Emphasis 
was on developing the department's assessment and probelm-solving capabilities. 


5-9 
Hindrichs, John R, 
Restructuring the organization for tomorrow's needs. Personnel, vol. 51, 
no. 2, MarcheApril 1974, pp. 8-19. 
Hindrichs reviews theories of organizational structures and proposes a 
new one to keep pace with economiceindustrial changes, adhocracy. 


5-10 
Kirkhart, Larry and Neely Gardner, eds. - 
A symposium: Organization development. Public administration review, vol. 34, 
no. 2, March-April 1974, pp. 97-140. . 
A symposium on the field of OD--where it has been, new developments, and wher 
it may go. ms 
Contents: Perspective on organization development, by Larry Kirkhart anc ; 
Neely Gardner; The evolution of organization development: 1947-1960, by Michael E. 
F ° a P . —_ 
McGill: Action training and research: something old and something new, by Neely 
Gardner: Human resources development in OD, by Malcolm S. Knowles; Team develop- 
air . P 1 
ment trainer's workshop, by George F. J. Lehner; The future of organization develop- 
ment, by Larry Kirkhart and Orion F. White, Jr. 


5-11 Id72 -0d3m 
Odiorne, George S. 
Management and the activity trap. New York, Harper & Row, 1974. 193 pp. 
“The major task of this book is to point up a common root cause of errors in 
the management of change: the Activity Trap -- how to avoid it, and how to get 
out if once in." 











CIVIL SERVICE 





5-12 

Picou, Glenn. 
Government employment in the United States: 1952-1970. Monthly review (Federal 
Reserve Bank of Richmond), vol. 58, no. 4, April 1972, pp. 2-5. 

This analysis of the increase in Federal, state and local government employment 
during the period 1952-1970 shows that the greatest increase occurred at the local 
level. Education is pointed out as the function employing more persons than any 
other activity of state and local governments. Special emphasis is placed on 
changes in state and local government employment in the Fifth Federal Reserve 
District. 

5-13 

Robinson, James B. 
The public sector labor force in 1980. The Bureaucrat, vol. 2, no. 4, Winter 
1974, pp. 442-451. 

Robinson sees the most important changes in the public sector labor force 
occurring in its composition and resulting from civil rights protections. He 
predicts only moderate increases in its numbers and that raises in salaries and 
wages will generally be limited to cost of living adjustments. He sees the un- 
known quantity to be the effect of public employee unions. Robinson discusses 
the public sector labor force on Federal, state and local levels. 

Article adapted from a paper presented at the Allied Social Sciences Associa- 
tion Annual Meeting, December 28-30, 1973, New York City, as part of a Society of 
Government Economists! panel entitled "The Public Sector in 1980." 
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CIVIL SERVICE, FEDERAL 





5-14 

Sampson, Arthur F. 
‘Press coverage is unfair.' Federal times, vol. 10, no. 7, April 24, 1974, 
pp. 9, 20. 


Comments by the Administrator of the General Services Administration in response 
to news stories about GSA hiring policies. 


Followed by an anonymous article entitled "A defense of GSA," (pp. 10-11) 
5-15 1¢26. 37 -Un46a 1972. 
U.S. Department of the Interior. 
Annual manpower personnel statistics, 1972. Washington, 1973. 39 pp. 
5-16 


Word processing--new Federal career field? Government executive, vol. 6, no. 3, 
March 1974, p. 18. 

Cites problems in establishing a career or salary structure for word processors 
in the Federal civil service as reported by Dr. Ruth Thomas, a senior management 
analyst with General Services Administration's Standards and Automation Division. 
Points out advantages to be gained from setting up a good word processing system. 


,-17 

Wynia, Bob L, 
Federal bureaucrats' attitudes toward a democratic ideology. Public 
review, vol. 34, no. 2, March-April 1974, pp. 156-162. ; 

This research uses a questionnaire developed by Herbert McClosky in 1964 to 
investigate the attitudes of Federal career bureaucrats toward certain democratic 
ideals or principles. Most of the participants were in grades GS 13, 14 and 15. 
Data was gathered at the Executive Semimar Center in Berkeley, California, in 
1969-70. Among the author's conclusions were that the bureaucrat's attitudes 
tend to become more "anti-democratic" with increasing years in the public service, 


and the bureaucrat with more formal education has stronger democratic beliefs 
and habits. 
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CIVIL SERVICE, FOREIGN 





5-18 
Smith, B. C. and J. Stanyer. 
Administrative developments in 1971 and 1972: a survey. Public administration 


(Gt. Brit.), vol.' 51, Winter 1973, pp. 361-410. 
Section E (pp. 368-370) reports on 1971-72 progress made in the post-Fulton 
reorganization of the British civil service. 
5-19 le16e re 
+ . 43s 
Wiese, Walter. uae tn . 
Der staatsdienst in der Bundesrepublik Deutschland; grundlagen, probleme, 
neuordnung. Neuwied, Germany, H. Luchterhand, 1972. 404 pp. 


Translation of title: The civil service in the Federal Republic of Germany; 
groundwork, problems, new order. 5 


COMMUNICATION TECHNIQUES 
5-20 
Addeo, Edmond G. and Robert E. Burger. 
EgoSpeak; why no one listens to you. Radnor, Pa., Chilton, 1973. 
A tongue-in-check catalog of the conversational devices that 
effective listening--and hence communication. 
BusinessSpeak, NameSpeak, QuipSpeak, etc. 





1e425.5 -Ad2e 


223 pp. 
interfere with 
Sample categories are JobSpeak, 


5-21 
Gellerman, Saul. 


Cutting the message across. Management today (Gt. Brit.), March 1974, pp. 78-81 
' . . te ‘. 
The inarticulate manager can make himself heard very loudly and clearly in- 


deed--provided that he can take actions which capture the imagination of his 
audience by meeting their needs." 


can speak louder than words. 
5-22 PN4193 -H88i 
Humes, James C., 


Two cases illustrate the P°iNt that actions 


Instant eloquence; a lazy man's guide to public speaking. New York, Harper & Row, 
1973. 247 pp. 
5-23 
Shusta, George, Jr. 
Don't make it. fancy ...just good--, Training and development journal, vol. 28 
no. 4, April 1974, pp. 10-14. 
Profile for the Crum & Forster Insurance Companies' program called "Communicating 
Effectively Through Writing." Outside consultants developed a program that could 
be used in-house and in a self study correspondence course. 
5-24 
Steiner, Richard. 
P.R. for P.A. The Bureaucrat, vol. 2, no. 4, Winter 1974, pp. 462-467. 
Steiner contends that poor communication is most likely to be the most 
visible manifestation of a problem rather than its basic cause. He discusses 
institutional communication, holding that it should not be the province of a 
few political appointees and public information officers, but rather the re- 
sponsibility of all who communicate across organizational boundaries, who are 
links within and between the organization and the environment. 


> 


5-25 
Tubbs, Stewart L. and Sylvia Moss. 
Human communication; an interpersonal perspective. 
1974, 343 pp. 
Focus is on speech communication and social psychology. 
roleeplay exercises, case problems, and disclosure games, 


1e552 -T79h 
New York, Random House, 


Appendix contains 








DECISION-MAKING 





5-26 
McDonnell, John F. 


The human element in decision making. Personnel journel, vol. 53, 
pp. 188-190. 


The author outlines some of the essential elements to be considered in the 
decision making process. 


DISADVANTAGED 





5-27 


Hasenfeld, Yebeskel. 


Lel52 -H27m 


Manpower placement: service delivery for the hard-to-employ. Ann Arbor, Mich. 
University of Michigan-Wayne State University, Institute of Labor and Industrial 
Relations, 1973. 95 pp. (Policy papers in human resources and industrial 
relations, 21) 
Analyzes the main characteristics of manpower placement services (MPS). and 
proposes a new framework for transforming them into a service delivery system. 


Findings are based on a study of agencies designed to serve the disadvantaged 
in metropolitan areas, 


= 28 
Milton, Charles R. and James M. Black. 


The disadvantaged--changing definitions and personnel practices 


c r P , , 
VOL, Fis O60. 2; March-April 1974, pp. 57-65. ee 


> 


Reports findings of a survey of firms in North and South Carolina regarding 
their understanding of the term "disadvantaged" and changes in the Cade 
practices that have come about 
persons. 


, ir personnel 
1s adjustments to their employment of disadvantaged 


5-29 lel52 -Solw 


Sobin, Dennis P. 


The working poor; minority workers in low-wage, low-skill jobs. Port 
Washington, N.Y., Kennikat Press, 1973. 194 pp. 

"The author of this book undertook research in order to discover the 
extent and nature of the impact that menial, low-paying jobs have on the 
lives of people--socially, economically, psychologically, and politically, 
The main goal of the research was to determine whether the jobs held by 
unskilled ghetto residents are helping or hindering them to solve their 
problems." 


DISCIPLINE 
5-30 
McMaster, Irvin H. 


Unusual aspects of discipline. Supervision, vol. 36, no. 4, April 1974, pp. 19-20. 
Author urges that supervisors try to determine if there are extenuating circum- 


no. 3, March 1974, 











stances relating to an employee's behavior before instituting disciplinary procedures. 


EMPLOYEES COMPENSATION 





5-31 
The positional-risk doctrine in workmen's compensation. Industrial relations law 











digest, vol. 16, no. 3, January 1974, pp. 38-55. 

The "“positional-risk" doctrine is defined as follows: "An injury ‘arises 
out of' the employment if it would not have occurred but for the fact that the 
conditions or obligations of the employment placed claimant in the position 
where he was injured by a neutral force, meaning by 'neutral' neither personal 
to the claimant nor distinctly associated with the employment." Specific appli- 
cations of the doctrine are discussed along with trends in court decisions that 
interpret the doctrine. 

Condensed from an article by Arthur Larson, Duke Law Journal, no. 4, September 
1973, pp. 761-819. 
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EMPLOYEES~--PARTICIPATION IN MANAGEMENT 





S= 32 le527 -B18p 
Balfour, Cambell, ed. 
Participation in industry. London, Croom Helm, 1973. 217 pp. 
Book consists of a collection of chapters on British and Western European 
workers' participation in management. British coal, steel and shipbuilding 
industries are emphasized; a bibliography is included. 


S= 33 S/I 
Brooks, Edmund. 
Worker participation; the fundamental issues. Industrial and commercial 
training (Gt. Brit.), vol. 5, no. 9, September 1973, pp. 411-418. 

A look at the many issues involved in worker participation in decision 
making. Discusses roles and expectations of participants and various arrange- 
ments which might evolve between ma agement and employees. Concludes that such 
management techniques are most successful with skilled workers. 


HD6508 -Ml2e 


5-34 
Macbeath, Innis. 
The European approach to worker-management relationships. Washington, British- 


North American Committee, 1973. 92 pp. 
A look at "works councils" and European attitudes toward worker representation 


in undertakings. 


EQUAL OPPORTUNITY IN EMPLOYMENT 





5=35 S/I 

Alleyne, Reginald H., Jr. ; 
Legal remedies for racial discrimination in employment: the evolving search for 
effectiveness. Black law journal, vol. 2, no. 3, Winter 1972, pp. 282-303. 


"In juxtaposition, this article analyzes the Griggs and Contractors Association 
decisions in the context of their impact on the effective administration of Title 
VIL/of the Civil Rights Act of 1964/7 and Philadelphia-type plans, respectively. 
Finally, the Plan and Title VII are examined from the perspective of their possible 
coordinated use as instruments of law enforcement in the developing area of equal 


employment opportunity." 


5 36 of 

Rosenbloom, David H. 
The Civil Service Commission's decision to authorize the use of goals and 
timetables in the Federal equal employment opportunity program. Western political 
quarterly, vol. 26, no. 2, June 1973, pp. 236-251. 

Rosenbloom analyzes this decision as "an interesting case of policy-making in 
the federal bureaucracy."' The purposes of his analysis are "(1) to identify and 
explain the importance of the major factors the CSC took into account in making 
its decision to adopt the new policy; (2) to indicate how and why ambiguity can 
be used consciously as a technique for avoiding genuine changes in policy; (3) 
to raise some fundamental questions concerning the new policy as it relates to 
overall public policy; and (4) to provide general background information concerning 
the EEO program itself." 

5-37 [e152 -Un365st 
U.S. Commission on Civil Rights. 
Statement on affirmative action for employment opportunities. Washington, 
U.S. Govt. Print. Off., 1973. 24 pp. (Clearinghouse publication no. 41) 

A four-part position statement prepared by the Commissioners on the present 
status of affirmative action and ultimate objectives for nondiscriminatory em- 
ployment nationally. 


5-38 Te152 -V81la 


Virginia. Governor's Office. 
Affirmative Action Plan for Equal Employment Opportunity. Richmond, 1974. 17 pp- 


(Executive Order no. 1) 





ETHICS 


5-39 
Goodman, Charles S. and C. Merle Crawford. 


Young executives: a source of new ethics? Personnel journal, vol. 53, no. 3, 
March 1974, pp. 180-187. 

The authors surveyed approximately 1,000 business students and 500 liberal 
arts students to discover if the younger generation actually had a "new" set of 
ethics. One of their findings was that, within the range of ethics studied, 
"the young people now coming into the employment of business have standards not 
significantly different from those of marketing executives already there." 


EXECUTIVES 
5-40 


Copulsky, William and Herbert W. McNulty. 


Finding and keeping the entrepreneur. Management review, vol. 63, no. 4 
April 1974, pp. 4-11. 
The entrepreneur is described as the results-oriented person who wants the 


responsibility of managing and running a business situation. The article gives 


pointers on finding the entrepreneur and training him and briefly notes U.S. 
compantie S that are making the effort to grant increas > < 
S ase Tes ns l t at 
"4 d po ibi 1 y all 


EXECUTIVES--ABLLITIES AND CHARACTERISTICS 











5-41 Iel24 .B73f 
Bray, Douglas W., Richard J. Campbell and Donald L. Grant. 


Formative years in business; a long-term AT&T study of managerial lives. 
New York, J. Wiley, 1974. 236 pp. 

This book reports on the first phase of AT&T's longitudinal study of the 
growth and development of 274 managers. The study, entitled the Management 
Progress Study, followed the careers of young managers (both college graduates 
and noncollege lower level managers) in an effort to determine the changes 
that take place in individuals as their business lives develop. The study 
has implications for the selection as well as the development of managers. 


5-42 


Burke, Ronald J. 


Managerial satisfaction with various work and non-work life roles. Studies in 
personnel psychology (Canada), vol. 5, no. 1, Spring 1973, pp. 53-62. 
"Industrial and organizational psychology has traditionally been concerned 


with only one aspect of a person's identity or one managerial life role--the work 
role. A number of forces are now operating to change this focus to one of consider- 


ing several different sub-identities or life roles simultaneously. This paper 


examined the relative amount of time engineering managers now spend in five life 
roles, the time they desired to spend in each, and their satisfaction with their 
performance of these life roles. The roles included: work, family member, friends, 


leisure, and organizational member." 


5-43 
Delaney, William L. 
What are top executives really like? Management review, vol. 63, no. 4, April 


1974, pp. 26-30. 
The author, a company president, queried other top executives in order to 
generalize about the "typical" executive. On the basis of about 30 responses, 


he reports on their experiences in school and sports, personality traits, attitudes 


toward the motivation of their subordinates, and personal satisfaction. 
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EXECUTIVES--ABILITIES AN 








5-44 Ld33 ~o1Sm 

Silber, Mark B. and V. Clayton Sherman. 
Managerial performance and promotability; the making of an executive. Nev rk 
Amacom, 1974. 179 pp. 

A book based on the premise that it is "the manager's situational sensitivity 
ind flexibility that largely determine his success or failure." Topics covers 
include organizational effectiveness, managerial effectiveness and pr tabilit 
the manager as a change agent, reasons for staff failure, ethics, etc. Writter 
as an action-guide and directed at the manager himself. 

EXECUTIVES~-EVALUATION 
3°45 | 98 We 
e398 .W 
Williams, Michael R. 
Performance appraisal in management. London, W. Heinemann, 1972. 180 py 


Explores problems in appraising managerial effectiveness and recommer 
efficient techniques of appraisal. 

Partial contents: Managing for results; Establishing performance criteria; 
The influence of management-by-objectives upon performance appraisal; M.B.O. 


f } 


some of the realities; Appraisal, confrontation, and ] 


counsellin 


EXECUTIVES--PAY AND FRINGE BENEFITS 





5-46 


Executive compensation: more cash, fewer promises, but perquisites to retain their 
attractiveness. Employee benefit plan review, no. 9, March 1974, | - 
Summarizes the presentation at the AMA Personnel Conference of Peter Friedes 
chief executive officer of Hewitt Associates. He spoke about some of the interna 
and external factors affecting executive compensation such as changes in tax law. 
stock market behavior and executive preferences. 
5-47 Ref. JS342 .M92m 1974 
Municipal year book, 1974. Washington, International City Management Association, 
1974, 404 pp. 
Section C, "Public manpower: employment and salaries, 
salaries of county officials, trends in salaries of municipal officials, salaries 
of Canadian municipal officials, and city employment and payrolls. 


" contains data on 


EXECUTIVES»RECRULTMENT 
5-48 
Meyer, Pearl. 
The luring of the president. Dun's, vol. 103, no. 4, April 1974, pp. 7881. 
Author reports on the current seller's market tor top management positions 
and the compensation rates, fringe benefits and other factors that must make up 
an enticing package for a company president. 





EXECUTIVES--RESPONSIBILITIES 





5-49 

Hay, Robert and Ed Gray. 
Social responsibilities of business managers. Academy of Management journal, 
vol. 17, no. 1, March 1974, pp. 135-143. 

Authors identify three historic stages through which value styles and styles of 
social responsibilities of business managers have passed: the profit maximizer 
phase, the trusteeship phase, and the quality of life phase. The quality of life 
concept has been popular in recent years. Characteristics and personal values 
associated with each phase are examined. 











EXECUTIVES-=#TRAINING 
550 
Borut, Donald J. 
ICMA training programs. Public management, vol.*56, no. 4, April 1974, pp. 17-20. 
The director of the International City Management Association's Management 
Development Center discusses the extensive training operations of ICMA. 





5=51 

Brown, F. Gerald and Robert J. Saunders. 
Suburban intergovernmental network for management development. Public management, 
vol. 56, no. 4, April 1974, pp. 12-14. 

Five Missouri cities participate in the Suburban Intergovernmental Network for 
Management Development (SIGN). This concept was evolved by the Center for Manage- 
ment Development (CMD), at the University of Missouri-Kansas City and is administered 
by the Center. Training consists of two phases: cross-organizational workshops 
in management development, followed by an organization development phase, emphasiz- 
ing problem-solving skills. 

5-52 
Ely, Donald D. and John T. Morse, 
TA and reinforcement theory. 
pp. 38-41. 
Describes a management training course at General Telephone, Company of the 


Southwest which combined the use of transactional analysis 
theory. 


Personnel, vol. 51, no. 2, March-April 1974, 


and reinforcement 


9-53 
Kozoll, Charles E. 
Secretarial training for bosses. The Secretary, vol. 34, no. 4, April 1974, pp. 10, 12. 
Author comments on the need for bosses to fully utilize their executive 
secretaries. The development and implementation of such training programs for 
managers are discussed and appropriate training exercises described. 


c c/ 
9-54 
Leanse, Jay l. 
: ‘ a : 
Executive interchange--its time has come. NAM reports, vol. 19, no. 14, April 8, 
1974, pp. 8-10. 
The author, executive director of the President's Commission on Personnel 
Interchange, describes the program, its objectives, typical participants and 
1 typical program year. 


5-55 M-Film 
McDonald, Gail M. 
An analysis of group and individual differences in response to a managerial 
education system. Ithaca, N. Y., Photo Science of Cornell University, 1973. 
144 pp. 

The purpose of this paper was to study the Modern Management Inventory (MMI) 
training course and establish guidelines for its use. Questions considered: Are 
differential responses on the group or individual level? If differential responses 
exist, what factors account for them? A review of relevant literature is also 
included. 


Master's thesis, Cornell University, 1973. 


5-56 Te424 -M83d 
Morris, John and John Burgoyne. 
Developing resourceful managers. London, Institute of Personnel Management, 


1973. 86 pp. 
This volume is concerned with ideas, rather than with procedures or techniques. 
Examples of management development are presented in a public utility, the Ad- 
ministrative Staff College, Henley, and in an international company. Authors 
also propose a model and discuss the future of management development. 
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EXECUTIVESe-TRAINING (Cont'd) 





5=57 
Newland, Chester A. 
The Federal Executive Institute. Civil service journal, vol. 14, no. 3, 
January-March 1974, pp. 10-15. 
The Director of the Institute for Federal executives at GS-16 and above de- 
scribes major changes in its programs scheduled for FY 1975. 


5-58 
Reid, Thomas J. 
The context of management development. Personnel journal, vol. 53, no. 4, 


April 1974, pp. 280-287. 
"The position taken ... is that an organization must examine itself if it intends 


to create a management development function that will facilitate success within 
itself and thereby meet its own needs in developing key personnel." 


5-59 1e424,2 -T63h 
Torrington, Derek P. and David F. Sutton, eds. 
Handbook of management development. Epping,Essex, Gower Press, 1973. 402 pp. 


"This book gathers together a symposium of experience in widely differing 
fields on how managers are effectively developed." Sections concerning the set- 
ting for development (recruitment, selection, motivation), the actual development 
activity and case studies on various fields are included. 
5-60 M-Film 
Whitney, Eugene P. 
A conceptual model for an advanced business administration program to meet the 
needs of practicing business executives and vocational business teachers who 
do not find it practical or stimulating to pursue the present conventional pro- 
grams. Ann Arbor, Mich., University Microfilms, 1973. 107 pp. 
Doctoral dissertation, Walden University, 1973. Abstracted in Monograph Abstracts 
vol. 1, no. 1, 1973, pp. 1-2 ——— 


5-6] 
Zeira, Yoram. 
Staffing and running the training team. Training in business and industry, 


vol. 11, no. 4, April 1974, pp. 31-35. 

Zeira points out that there is general acceptance of the need to see the 
management development system as a learning process aimed at changing managerial 
behavior. What he attempts to do in his article, he says, is to consider the 
desired characteristics of the professional staff of an internal management deve- 
lopment system and the place of this function in the hierarchy. He urges a 
systems approach to the training field. 


FRINGE BENEFITS 





5-62 
Quaker Oats experience with "cafeteria" compensation detailed at AMA conference. 
Employee benefit plan review, no. 9, March 1974, pp. 22, 44-45. 
Summarizes the presentation at an American Management Association conference 
by Lawrence M. Baytos, personnel director at Quaker Oats Company, on the "employee 
choice" approach to fringe benefits used in his company. 


5-63 

Risher, Howard W. and Colin C. Mills. 
Cafeteria compensation; present status and future potential. Canadian personnel 
and industrial relations journal, vol. 21, no. 2, March 1974, pp. 35-39. 

Cafeteria compensation refers to "programs providing an employee the opportunity 
to choose on a before-tax basis the mix of various compensation elements, includ- 
ing salary, subject to a stipulated overall maximum."" The authors mention some 
pros and cons of such a program and discuss some of the design considerations, 
such as cost, to be dealt with. 





FRINGE BENEFITS (Cont'd) 


~ Bl - 
5-64 le536 .Un35¢ 1973 (Dec.) 





U.S. Civil Service Commission. 


Comparisons of retirement, life insurance, health benefits, and other major 


pict : : 4 - ' 
ployee benefit programs. Prepared by Bureau of Retirement, Insurance, and Occupa- 
tional Health. Washington, 1973. 223 pp. 

'Thie ror - > . : : Fc 

ihis report contains comparisons between benefits offered | 


by the Federal 


Government as an employer, and benefits offered by sampling of large private 
and public employers. The primary emphasis is on three programs--retirement, 
life insurance, and health benefits. However, the report also includes data on 
three other types of benefits--holidays, vacations, and sick leave--in order to 
provide a perspective based on six major benefit programs which together con- 
stitute the bulk of employee benefits offered by most employers." 


Title of e lie 7 ian . ‘ d 
itle of earlier edition: Comparison of major employee benef 


1t programs, 





$65 1e537 ' , 
U.S. Civil Service Commission. 

FED facts on financial protection for Federal employees. Washington, U.S. Govt 

Print. G&f., 1974. Folder (Fed facts 4) 


General information on sick leave, on-the-job injuries, health benefits, 
disability retirement, group life insurance, severance pay 
compensation, 


, and unemployment 


Available from U.S. Government Printing Office. 
GROUP RELATIONS 


5-656 





M-Fiche 
Hill Walter A. and John A. Rube. 


Consequences of racial heterogeneity and homogeneity in problem-solving groups. 


Springfield, Va., National Technical Information Service, 1972. 37 pp. (AD-752-142) 
"Subjects were 96 male undergraduate students - black 


ind white - who participated 
as subordinates and supervisors in different 


racially mixed problem-solving groups. 
Results indicate that homogenous black, homogenous white, and heterogeneous dyads 


subordinates did not differ in cohesiveness, amount of conflict 
observed and reported, self-esteem, and 
dicate, however, 


het 


ind satisfaction 
group productivity." This study did ine 

that although group productivity was not adversely affected 
erogeneity versus homogeneity of racial 


composition can significantly affect the 
group members' perception of themselves, other individuals, and 

Performing organization: 
Florida. 


their work." 
Department of Management & Business Law, University of 











‘ 
HEALTH , EMPLOYEE 
= 67 
Lehmann, Phyllis. 
Job stress: hidden hazard. Job safety and health, vol. 2, no. 4, April 1974, 
pp. 4-10. 
Experts report on the effects of job stress and some of the reasons for it. 
The National Institute for Occupational Safety and Health (NIOSH) conducts re- 
search which it hopes will result in setting standards for measuring and con- 
trolling stress. Suggestions are offered to management for alleviating stressful 
situations. 
HEALTH MANPOWER 
i 


= 68 
Weinstein, Bernard M. and Doris Lesser. ' 

Health manpower. Hospitals, vol. 48, no. 7, April 1, 1974, pp. 67-72. 
Article reviews some of the 1973 literature on health manpower. Specific 
topics considered include: training and licensing programs, growth of unions, 
changes in technology and jobs and the educational role of hospitals. 
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HOURS OF WORK 


5-69 1e488 B32 

Baum, Stephen J. and W. McEwan Young. 

A practical guide to flexible working hours. London, Kogan Page, 1973. 186 pp. 
Book, written for management executives in personnel departments and management 

service units, examines the concept of workweek restructuring through flexible 

working hours. Topics considered include: advantages, 

and installation, 


disadvantages, 
management and 


design 
attitudes of unions. 
5-70 


Brianas, James and Ragaa Makharita. 


The role of humanistic management in organizations and society: 
productivity and work weeks. 


its impact on 
1973, pp. 8-16. 


Journal for humanistic management, vol. ae 


1, no 
In part 1 of this two-part article, Brianas emphasizes the broad implications 
of the rearranged workweek as it relates to human productivity and today's highly 
technocratic society. Responses from an unpublished study designed to ascertain 
interest in the four-day workweek among Federal government employees are included 
Makharita, author of part 2, sees humanistic management itself as a motivator of 
people in today's fragmented work world in which traditional employer-employee 
relationships have changed. 


= 71 


Connole, Anthony. 


The four-day work week as an American goal; keynote address, 


Journal for humanistic 
management, vol. 1, no. 1, 1973, pp. 17-23. 
A spokesman for the United Auto Workers criticizers the four-day forty-hour work 
week concept and claims that the labor movement will only accept it as an evolutionary 
step in the drive toward reducing hours of work. 


5=72 


Gannon, Martin and others. 


Four-day, three-day, and flexible work weeks: do they really work? 
for humanistic management, vol. no. 1, 1973, pp. 46-54. 

Panelists related their companies' experiences with the rearranged work 
schedule. Types of companies include: 
service organization, 


fessional 


Journal 


an automobile dealership, a factory, 
1 company working extensively with computers and a pro- 
association. Dr. Martin Gannon was moderator. 


i 


Hedges, Janice N. 


Rousham, Sally. 





The rearranged work week: 


causes and consequences. 
management, vol. 1, 


no. 1, 1973, pp. 34-39. 
Author considers variations of the rearranged work week:--4/40, gliding or 
flexi-time. Advantages, disadvantages and results from pilot studies are discussed. 


Journal for humanistic 


4 1e488 eR75f 


Flexible working hours today; practices and experiences of over fifty British 
organisations. London, British Institute of Management, 1973. 58 pp. 
(Management survey report no. 17) 


Points out advantages and disadvantages, methods of time recording, and what 
the Civil Service Department has done. 


1e488 -W1lft 
Michael. 
Flexible working hours in practice. 


Epping, Essex, Gower Press, 1973. 112 pp. 
Discusses the origins of flexible working hours and the different types of 
schedules that have been and are being used. 


Case studies from British industry 
used to illustrate various systems. 








HOURS OF WORK (Cont'd) 





5-76 
Wheeler, Kenneth. 
Impact of the rearranged work week on motivation and productivity. Journal for 


humanistic management, vol. 1, no. 1, 1973, pp. 40-45. 

The author, a management consultant, discusses the effects of the rearranged 
work week in terms of absenteeism, productivity, recruiting, turnover, working 
mothers and moonlighting. 


HUMAN RELATIONS 

9-77 

Albano, Charles. 
Transactional analysis on the job$ part 1, How we're programmed; part 2, 
Hidden levels of communication; part 3, Styles of leadership; part 4, Motiva- 
tion and counseling. Supervisory management, vol. 19, no. 1, January 1974, 
pp. 2-123; no. 2, February 1974, pp. 12-27; no. 3, March 1974, pp. 14-20; 
no. 4, April 1974, pp. 22-36. 

Transactional analysis is an approach to the analysis of human behavior, 

particularly the communication process between people. In this article, 
Albano describes the basic concepts of the theory (stroking, ego states) and 
points out their on-the-job applications for managers and employees alike. 
Part 2 illustrates "(1) different kinds of transactions, according to the 
combination of ego states involved, (2) the way in which various life positions 
affect behavior, and (3) the games that people play at work."" Part 3 describes 
leadership styles in transactional analysis terms, 





Part 4 examines the suner- 
visors's use of transactional analysis in raising employee productivity and: per- 
formance levels, 


5-78 M-Fiche 

Grace, Gloria L., Robert J. Provenzano and Linda A. Silver. 
Impact of the person on social interchange: a conceptual perspective. Springfield, 
Va., National Technical Information Service, 1973. 64 pp. (AD-760-689 ) 

"This report discusses approaches that have been taken to the study of human 
relations impact, reviews related research findings, and develops a conceptual per- 
spective to guide future research," 

Performing organization: System Development Corporation. 


5-79 


le608 -P83c 
Porter, Kenneth V,. 


Case studies in human relations. London, Macmillan, 1971. 125 pp. 
Volume includes guidelines and examination questions. 
5-80 1e608 .Sse2i 
Sedwick, Robert C. 
Interaction; interpersonal relationships in organizations. Englewood Cliffs, N.J., 


Prentice-Hall, 1974. 248 pp. 

The purpose of the book is to develop an understanding of interpersonal re- 
lationships in organizations from the point of view of the nonsupervisory white 
collar worker. Focuses on achieving successful interaction among individuals 
and groups. Traces developments in managerial philosophy in the 20th century and 
proposes a modus operandi for incorporating these behaviorial science concepts 
into organizational interpersonal relationships. 


5-81 1e608 -Sils 
Sidney, Elizabeth, Margaret Brown and Michael Argyle. 
Skills with people; a guide for managers. London, Hutchinson, 1973. 232 pp. 


Includes chapters on communication, interviewing skills, meetings and 
committees, manager/individual long-term relationships, building and leading 


work groups, interpersonal skills and social engineering, and training in social 
skills. 
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INSURANCE , HEALTH 





5-82 
California state employees generally satisfied with coverage under variety of 
health plans. Employee benefit plan review, no. 9, March 1974, pp. 24-25. 
Reports on a survey of California state employees, retirees and dependents 
to determine their attitudes toward statewide health service plans for the period 
May 1970 to April 1971. Employees were generally satisfied. 





5-83 
4 le569.5 -Un35i 1973 
U.S. Civil Service Commission. 
Information to consider in choosing a health plan. Prepared by Bureau of 
Retirement, Insurance, and Occupational Health, Administrative Management 
Division. Washington, U.S. Govt. Print. Off., 1973. 18 pp. (BRI 41-210) 
INTERGOVERNMENTAL RELATIONS--PERSONNEL ASPECTS 
5-84 lell.5 -Un35su 1973 (Dec.) 


U.S. Civil Service Commission. 
Summary of selected IPA products. Prepared by Bureau of Intergovernmenta] 
Personnel Programs, Office of Program Management, Personnel Management Information 
Service. Washington, 1973. 54 pp. (BIPP 152-37) 
Report consists of project summaries of both IPA grant-funded projects and 
relevant non-IPA projects. Summaries consist of project descriptions, explanation 
of use and name and address of the person to contact for further information. 


INTERVIEWLNG 


5-85 le286 -F63i 
Fletcher, John 
The interview at work. London, G. Duckworth, 1973. 96 pp. 


Chapters: Principles of interviewing, The selection interview; The interview 
at work/several types of interviews?; The progress interview; Role-plays 


INVASION OF PRIVACY 





5-86 S/I 
Courtney, Jeremiah. 
Electronic eavesdropping wiretapping and your right to privacy. Federal 


communications bar journal, vol. 26, no. 1, 1973, pp. 1-60. 

",.-This article will attempt to evaluate the collision course that wiretapping 
and electronic eavesdropping appear to be running against the individual's right of 
privacy." 


5-87 

Martin, David B. H., and Carole W. Parsons. 
A code of fair information practice for statistical-reporting and research 
operations. Evaluation, vol. 1, no. 3, 1973, pp. 31-36. 

Reviews the thinking and recommendations of the Secretary's Advisory Committee 
on Automated Personal Data Systems of the U.S. Department of Health, Education 
and Welfare. 

Their report, entitled Records, Computers, and the Rights of Citizens, proposes 








that a "Code of Fair Information Practice" be enacted and that the use of the 
Social Security number as an identifier to computer-accessible files be curbed. 
Outlines the five principles underlying the "Code." 








INVASION OF PRIVACY (Cont'd) 


















5-88 


5-89 


Stes 


The polygraph in employment: 
relations law digest, vol. 


28, 


1973. 


Katzenbach. 


JOB ENRICHMENT AND ENLARGEMENT 
























5-90 


5-91 


Taylor, Lynda K., 


Books, 1973. 


JOB EVALUATION 
5-92 


Dick, Arthur H. 


JOB SATISFACTION 
5-93 





ing personnel. 


satisfaction. 


as job enrichment, 


Fancy fad or positive practice? 


Academy of Management journal, vol. 17, no. 1, March 1974, pp. 160-167, 
Study applied the decisional participation concept to an industrial setting in 
a effort to determine the relationship between decisional participation and job 

findings and conclusion are discussed. 


Method, 


Alutto, Joseph A. and Franklin Acito. 
Decisional participation and sources of job satisfaction: 


June 


247 pp. 


Job evaluation's role in employee relations. 
March 1974, pp. 176-179. 

Discusses the use of job ranking, grading or job classification, factor com- 
parison, the point method and direct pricing in job evaluation. 
partments may use these methods separately or in combination but must be prepared 
to adequately explain to employees the system used. 


1973, 


PP. 


Authors 


464-480. 


the consequences of its search for truth. 
16, no. 3, January 1974, pp. 56-69. 
Condensation of a Committee Report of the Association of the Bar of the City 
of New York, giving both the majority and minority opinions. 
that "the use of polygraph examinations in both the public and private employment 
sector as a condition express or implied of obtaining or retaining employment 
should be barred by law." 
Condensed from The Record, vol. 


Te303 


Surveillance, dataveillance and personal freedoms; use and abuse of information 
technology; a symposium, ed. by the staff of Columbia Human Rights Law Review. 
Fair Lawn, N.J., R. E. Burdick, 

Designed for the "concerned citizen," book is composed of essays on various 
aspects of computers and their threat to privacy. 


include Sam J. 
and Nicholas de B. 


Industrial 


The majority felt 


-C72s 


Ervin, 





Not for bread alone; an appreciation of job enrichment. 
155 pp. 

Revised edition combining theory with case studies aims at bridging the gap 
between academia and managers, 
phy divided into subject areas is included. 


research and application. 


Personnel 


is indicated as 
The basic requirements of 


S/I 


Men & management (Hay Associates) no. 258, 1973. 
Job redesign (used here as a generic term for those activities often referred to 
job enlargement or job restructuring) 
improving job satisfaction and employee productivity. 
successful job redesign effort are outlined. 


1d65 


2d ed. 


a means of 


ef2in 1973 


An extensive bibliogra- 


journel, 


vol. 


23s M0s 3; 


Personnel de- 


a study of manufactur- 


Original text published as pages 1-235 of the Columbia Human Rights Law Review, 
Volume 4, Number 1. 


2 pp- 


a 


London, Business 





Ame’ 





| 











American Assembly. 
The worker and the job: coping with chang: ed. by Jeror M. 
Cliffs, N.J., Prentice-Hall 1974. 208 pp. 

Essays on the economic, cultural, and sociological situati I 
worker. Examines reasons for and results of worker d t ict e 
sponsibilities of government, unions and employers in effecting needed c 

Partial contents: The changing American economy and labor force: by Eli 
Ginzberg;Workers attitudes and adjustments, by George Strau nnov y 
structuring of work, by Richard E. Walton. 

~95 

ithey, Paul J. 
It's not the job that bores them--it's the bosses. lron age une 9 
p, 44. 

An interview with Mr. A. A. Imberman reveals his findings (based « 
survey of 3800 factory workers in five industries in five states that 
the workers are dissatisfied with management practices nd not wit their 








<4 

Ev Martin G. 
The moderating effects of internal versus external control on the relationshi 
between various aspects of job satisfaction. Studies in personnel psycholog 
(Canada), vol. 5, no. 1, Spring 1973, pp. 37-45. 

"This study explores the universality of the discrepancy modé ‘should be'-- 
now') of determining job satisfaction (Evans, 1969; Porter, 1962 Followins 
Korman (1967), a characteristic of the individual (in this case the Internal v 
External control dimension developed by Rotter (1966))was used to moderate t 
relationship between measure of overall satisfaction and discrepancy s 
for a number of job facets. The findings confirmed Korman's results, but further 


investigation indicated that the differences occured as a result of the moderato 





variable operating on the 'should be' component rather than on the ‘is now' 
component of each job facet." 
-97 e54 ev/9 
Great Britain. Department of Employment. 
On the quality of working life; a report prepared for .... by N.A.B. Wil : 
London, H. M. Stat. Off., 1973. 52 pp. (Manpower papers no. 7 


"This report describes how some of the characteristic features of modern 
industrial systems affect first, people's experience of work, and, in the lor 
run, their feelings of responsibility and enthusiasm for performance of their 
duties. It goes on to cite a number of case histories (from different countries) 
in which it has been possible to achieve better use of available human resource 


so that worker satisfaction and economic effectiveness have been increased jointly." 


Ivancevich, John M. and James H. Donnelly, Jr. 
A study of role clarity and need for clarity for three occupational groups. 
Academy of Management journal, vol. 17, no. 1, March 1974, pp. 28-36. 
Research examined perceived role clarity among salesmen, supervisors and 
operating employees in a manufacturing organization and its relation to gener 
job interest, opportunities for job innovation, self-actualization, autonomy an 


physical stress, 











JOB SATISFACTION (Cont'd) 





5-99 S/C 
Jenkins, David. 
Democracy in the workplace: the human factories. The Nation, vol. 218, no. 2, 
January 12, 1974, pp. 45-48. 

A brief description of legislation being considered in France to improve 
satisfaction, followed by a discussion of the impact of Frederick Taylor and 
Frederick Herzberg on American industry. The author feels that Herzberg's job 
enrichment theories are only theories--that in practice they substitute one in- 
flexible system for another. Mr. Jenkins believes the European efforts at 
increasing employee participation in management can be instructive for Americans. 

5-100 

Ondrack, D.A. 
Defense mechanisms and the Herzberg theory: an alternate test. Academy of 
Management journal, vol. 17, no. 1, March 1974, pp. 79-89. 

"A construct replication of Herzberg's findings using the semistructured 
Occupational Values Scale to elect projective responses about satisfying and 
dissatisfying job situations failed to yield the two-factor pattern." 

5-101 

Organ, Dennis W. and Charles N. Greene. 
The perceived purposefulness of job behavior: antecedents and consequences. 
Academy of Management journal, vol. 17, no. 1, March 1974, pp. 69-78. 

Research indicated that "satisfaction with work ... is a result of being 
able to perceive retrospectively a pattern or meaning in job behavior."' Tenure 
and role clarity are related to satisfaction to the extent that they facilitate 
reducing equivocality of behavior. 

5-102 

Seashore, Stanley E. 
Job satisfaction: A dynamic predictor of adaptive and defensive behaviour. 
Studies in personnel psychology (Canada), vol. 5, no. 1, Spring 1973, pp. 7-20. 

"It would appear we are at best able to make only limited and partial explana- 
tions for differences in job satisfaction between individuals and between jobs. 
With such the case, it might be more worthwhile to conceive of job satisfaction 
and dissatisfaction as dynamic conditions having motive potentiality of their 
own. This conceptualization treats of job satisfaction as a predictor set for 
individual adaptive behavior as opposed to a more or less fixed state of affairs 
resulting from some combination of person and job. Congruent with this argument, 
job satisfaction is viewed as the beginning of a linked series of causes and 
consequences; rather than as the end of a linked series of causes and effects." 

Article based on seminar given by Dr. Seashore in Ottawa, June 1972. 
questions and answers. 

5-103 


Includes 


Walton, Richard E. : i 
Quality of working life: what is it? Sloan management review, vol. 15, no. |, 
Fall 1973, pp. 11-21. 

Seeks to define the eight major criteria for the quality of working life 
and examines their interrelationships and their relationship to productivity. 
Also discusses how deficiencies affect different employee groups and some causes 


of future change. 


LABOR _FORCE 
"102 HA201 .Un27s 
I= 4 
U.S. Bureau of the Census. . j ‘ila eaten 
Journey to work. Washington, U.S. Govt. Print. Off., 1973. Vv. 7 sus 
of population subject reports PC(2)-6D) — 
Table lL: Place of work of workers durine the census week by means of trans- 
portation to work: 1970 Table 2: Characteristics of workers by residence and 
2 - * . : # 
place of work for standard metropolitan statistical areas of 250,000 or more: 


1970. 








Qa ule 


nam 1 Oe 




















LABOR FORCE (Cont'd) 
5-105 


‘ HM 5 
U.S. Office of Management and Budget. ae a 


Social indicators 1973; selected statistics on social conditions 
the United States. Washington, U.S. Govt. Print. Off., 1974. 


Includes charts and tables on employment, job satisfaction, 
ditions (earnings, benefit plans, 
holidays, and work injuries). 


and trends in 
258 pp. 
and working con- 


hours worked, mode of transportation, vacations, 


LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) 





5-106 
Bairstow, Frances. 
Where are the professional unions now? Journal of the Professional Institute 


(Canada), vol. 53, no. 2, March 1974, pp. 8-11. 
Reports on a study of over 18,000 Canadian professional employees (primarily in 
the public service) to determine whether professionalism and unionism are com- 


patible, how professionals behave in collective bargaining and what they bargain 
for. 


Reprinted from Collective Negotiations vol. 2, no. 4, Fall 1973. 





5-107 le621 .C63f 
Coalition of American Public Employees. 
A Federal bargaining act for state and local public employees; testimony in 


support of H.R. 8677. Washington, n.d. 59 pp. 
5-108 
The emerging duty to bargain in the public sector. Industrial relations law 


digest, vol. 16, no. 3, January 1974, pp. 1-22. 

Explores some of the instances in which there has been progress in legis- 
lative and judicial reactions to public sector unionism, specifically with 
respect to the duty to bargain. 

Condensed from an article by Harry T. Edwards in Michigan Law Review, 
vol. 71, April 1973, pp. 885-934. 





4-109 

Ferguson, John B, ; 
Free speech for the union member: private vs. public sector. Journal of 
collective negotiations in the public sector, vol. 3, no. l, Winter 1974, 
pp. 7-19. 


"The article traces free speech protection for union members through 
legislation and precedents in the private sector. The author concludes that 
unionized public employees have less protection when they speak out on matters 
concerning their union than do union members in private industry. He advocates 
extending protection to the public sector via legislation." 


5-110 
Growing militancy of people on public payrolls. U.S. news & world report, vol. 76, 
no. 13, April 1, 1974, pp. 79-80. 
Mentions the strikes by municipal workers and teachers that are becoming 
widespread, the growth of unionism at all levels of government, and the pressure 
for bargaining rights for public workers. 


5-111 
Hampton, Robert E,. 
Unionism & the public employee, a living testing ground for public service. 
Civil Service journal, vol. 14, no. 3, January-March 1974, pp. 5-9. 
The Chairman of the U.S. Civil Service Commission discusses some of the 


major issues confronting public employee unionism 


at all levels of government. 












































LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 
5-112 


Helburn, I. B. 





S/I 


Public employee organization: Texas breakthroughs amid national change, 
Public affairs comment (Lyndon B. Johnson School of Public Affairs, 
of Texas at Austin), vol. 20, no. 1, November 1973, 6 pp. 

After a review of events in the 1960's in public employee organization in the 
United States and in Texas, the author discusses the changes brought about by 
recent state legislation regarding employees in the public sector. 


Herman, E. Edward. 
The Canadian approach to grievance adjudication in the public sector. Journal 
of collective negotiations in the public sector, vol. 3, no. 1, Winter 1974, 
pp. 21-31. 

Examines the grievance and adjudication procedure incorporated in the 
Canadian Public Service Staff Relations Act. "The article analyzes pros and 
cons of the procedures and examines the future direction of arbitration 
Canadian federal employment." 

5-114 le621 -Llls No. 
Labor-Management Relations Service. 
Detroit sanitation productivity--everyone wins. Washington, 1973. S pp. 
(Strengthening local governnent through better labor relations, no. 18 ) 


terms of the agreement, implementation, roles of workers, the city and 


unions. 


y= 1] Le62!1 Llils No. 
Labor Management Relations Service. 
Management rights: little understood, little used, quickly lost. Washington, 
1973. 15 pp. (Strengthening local government through better labor relations, no 
Report on municipal management rights itemizes and explains these rights under 
various circumstances: where union seek to organize but no employee demand has 


been made; where a union has been recognized and bargaining is about to occur. 


-116 M-Film 
Pearson, Alan H. 
1973. 348 pp. 

“Chapter One deals with the statistics relating to public employee strikes.... 
Chapter Two presents and examines the most frequently cited arguments both pro and 
con regarding public employees and the right to strike. Chapter Three examines 
the main issues raised and resolved in court cases.... Chapter Four summarizes 
and interprets the recommendations of the Report of Task Force on State and Local 
Government Labor Relations (and the 1968, 1969, and 1970 supplements). Chapter 
Five examines the attitudes and opinions of legislators from Illinois 
regarding public employee strikes.' 








and Indiana 


Abstracts International, vol. 34, no. 2, August 1973, pn. &850-A 
+ ‘ D. UNA 





me! 


S/T 


s pp. 28-45. 
Six articles examine aspects of police unions: new approach to collective 
bargaining for police unions, by Ralph A. Olmos: Th 


[he dilemma of impasse procedures 
in the police safety services, by Mollie H. Bowers; Do police unions have any 
effect on police department operations? by Stephen C. Halpern; Improving police 
agency and 


Police unionism. Police chief, vol 41, no. 2, February 1974, 


employee performance through collective bargaining 


Inlice officers! view : . ha Se 
Police rricers views on collective bargaining and use 


» by John H. Burpo; 


che of sanctions, by Harry E, 
Bolinger. 


Report describes Detroit's successful productivity plan for sanitation workers - 
I I 7 


7 


Public employees and the right to strike. Ann Arbor, Mich., University Microfilms, 


Doctoral dissertation, University of Illinois, 1972. Abstracted in Dissertation 


The University 


17) 
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LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 





5-118 

Ross-Skinner, Jean. 
European executives: ‘union now. ' 
92. 


Dun's, vol. 103, no. 4, April 1974, pp. 86-89, 


Article reports on: the growing trend of middle managers' unionization in 


Europe; reasons for this trend; conflicts with established labor unions; attitudes 
of U. S. companies. 
5-119 1e623 -Un35m 


U.S. Civil Service Commission. 
Management rights and the Federal labor relations process. Prepared by Bureau of 
Training, Labor Relations Training Center. Washington, 1973. 14 pp. (RN-443) 
Report on management rights in the Federal Labor Relations Program includes 
discussion on the mission of an agency, its organization and budget in relation 
to the rights of labor and management in these areas. 
5-120 1e621.9 -Un655s 
U.S. Labor-Management Services Administration. 
State civil service employee associations; an LMSA staff study, by Jerry Lelchook. 
Washington, U.S. Govt. Print, Off., 1974. 89 pp. 
Discusses the origins, structure, membership, functions, and policies of state 
civil service employee associations. Chapter 8 is on collective bargaining. 


LEADERSHIP 


5-121 
Klos, Louis A. 
Measure your leadership with the managerial grid. Supervisory management, vol. 19, 


no. 4, April 1974, pp. 10-17. 

Comparison of the results of a managerial grid exercise given 35 first-line 
supervisors in 1964 and 26 first-line supervisors in 1973. Results in the areas 
of planning, execution, follow-up, and overall managerial philosophy are discussed. 
Leadership style test included for reader. 


5-122 

Larson, Lars L. and Kendrith M. Rowland. 
Leadership style and cognitive complexity. Academy of Management journal, 
vol. 17, no. 1, March 1974, pp. 37-45. 

"Five samples, ranging from business executives to students, and two measures 
of cognitive complexity were used to replicate Mitchell's finding of a positive 
relationship between Fiedler's LPC and an individual's cognitive complexity and 
to test two related hypotheses; The results did not support Mitchell's findings 
or the two additional hypotheses." 


MANAGEMENT 
5-123 
Byrd, Richard E. and John Cowan. 
MBO: a behavioral science approach. Personnel, vol. 51, no. 2, March-April 
1974, pp. 42-50. 
Discusses how not to install management by objectives, how to tailor it to 
the individual organization, team-oriented objectivesesetting, team-oriented 
training, and periodic evaluation. Authors contend that it is behavioral scientists 
who should be credited with obtaining positive results from MBO. 
5-124 
Hancock, C. J. 
MBO in the government service. Management services in government (Gt. Brit.) 
vol. 29, no. 1, February 1974, pp 16-26. 
A summary of a report on 45 projects using management by objectives (MBO) in 
the British Civil Service Department. The resource cost of introducing MBO and the 
selection and conversion of units to MBO are discussed. 























MANAGEMENT (Cont'd) 


53-125 1d182 -H52m 
Hicks, Herbert G. and C. Ray Gullett. 
Modern business management; a systems and environmental approach. New York, 


McGraw-Hill, 1974. 536 pp. 

College-level text based on a systems model for organizations. Selected 
chapters: The individual's relationship to the organization; Stimulating organi- 
zational creativity; Motivating employees; Sharing ideas with others; Measuring and 
assuring the organization's progress; Providing human resources; Compensation for 


owners, managers, and employees; Equal employment opportunity. -Includes cases and 
simulation exercises. 


5-126 1d122 -H66c 
Hodgetts, Richard M. and Henry H. Albers. 
Cases and incidents on the basic concepts of management. New York, J. Wiley, 


1972. 124 pp. 


Cases present basic concepts in management and are accompanied by questions 

for analysis and discussion. 

5-127 

Newland, Chester A., ed. 
Management by objectives in the Federal government; public policy forum. The 
Bureaucrat, vol. 2, no. 4, Winter 1974, pp. 351-426. 

"The purpose is to provide a summary of usable MBO ideas, examples of their 
practical application, and some information about the historical context of MBO 
as an approach to federal government management." 

Contents: MBO concepts in the Federal government, by Chester A. Newland; 

A new test for management by objectives, by Robert T. Wallace; Evaluating ree 
sults of government programs, by Ellsworth H. Morse, Jr.; The management confer- 
ence: key to HEW'S MBO system, by Thomas S. McFee; The management and control 
of case handling, Office of the General Counsel, NLRB, by Joseph E. DeSio and 
John E. Higgins, Jr; MBO and Federal management: a retrospective, by Ralph C. 
Bledsoe; Management by objectives: promise and problems, by David S. Brown; 
MBO prospects and challenges in the Federal government: conclusion, by Chester A, 
Newland. 

5-128 

Odiorne, George S. 
Management by objectives: antidote to future shock. Personnel journal, vol. 53, 
no. 4, April 1974, pp. 258-263. 

"The weakness of Futurism is that it is a form of escapism from the reality of 
a very hard present. The pressing need of our times for managing change isn't to 
make soothsayers of us all, but to get more people to face reality and then to set 


goals to improve reality."' Odiorne discusses Toffler's perception of "future shock," 


escape from reality, reality based man, Odiorne's law (things that do not c’.ange will 
remain the same), and MBO as an antidote. 
5-129 
Shetty, Y. Krishna and Howard M. Carlisle. 
Organizational correlates of management by objectives program. Academy of Manage- 
ment journal, vol. 17, no. 1, March 1974, pp. 155-160. 
Article reports on an attempt to apply and evaluate management by objectives 
in an academic environment. Results of the questionnaire and implications for ad- 
ministrators are considered. 
5-130 S/I 
Team management in local government. Management information service report 
(International City Management Association), vol. 5, no. 7, July 1973, pp. 1-12. 
Team management is defined "as a means of involving individuals in a group 
form of decision making and working together." It is oriented around tasks 
and can be applied at any level where individuals work interdependently. The 
report discusses the theoretical bases of team management and the management 
tools necessary to provide the support systems. The experiences of four cities 
in using team management are related. 
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MANAGEMENT (Cont'd) 


5#131 
Winning, Ethan A, 
MBO: what's in it for the individual? Personnel, vol. 51, no. 2, March-April 
1974, pp. 51-56. 
Winning maintains that management by objectives needs to be accompanied by 


a reward system in order to be a viable approach to satisfying both the organi- 
zation's and the individual's needs. He discusses types of incentives that enhance 
the value of MBO, the problems of an MBO rewards system, and how to overcome 

their drawbacks. 


MANPOWER PLANNING 





5-132 
. wf 
Butani, K. N. 
Man i > i 
fotos ee the level of the enterprise. Public administration newsletter 
ations, Department of Economic and Social Affairs . : 
: al Affairs), no. 52, »-Augus 
ots, on. Bone, 5 July-August 
A p > [ 
cae study of the uses of manpower planning at the micro level of public enterprise 
a niques needed in the initial stages and in later development are discussed 
aper presented at a Top-Management Seminar, Somali Institute of Public Admini- 
Stration, Mogadisco, June 2-14, 1973. 
5-133 
/Enterprise manpower management/. Personnel practice bulletin (Australia), vol. 29, 
no. 3, September 1973, pp. 175-233. 
A special issue on enterprise manpower management in Australia. Eight 
papers are presented by authors representing employee and employer organi- 
zations, educational institutions and private enterprises. 


5-134 
Epstein, Jack H. 
Career management programs. Personnel journel, vol. 53, no. 3, March 1974, 


pp. 191-195. 

Career management programs are concerned with the present and future work 
force--"number, levels of competence, avenues for progression, and training and 
developments"--for the good of both the organization and its employees. Epstein 


analyzes a civilian career management program in the Air Force, points to weaknesses 
often found in such programs and makes recommendations for DOD agencies. 
5-135 


Fifield, Fred F. 
Manpower value planning. Personnel journal, vol. 53, no. 4, April 1974, 
pp. 264-272. 

Outlines the six steps of MVP (manpower value planning), a technique to 
increase the effectiveness of the human resources of an organization by re- 
flecting how people will be used to accomplish the organization's goals. 

5-136 S/C 

Grinold, Richard C. and Robert E, Stanford. 
Optimal control of a graded manpower system. Management science, vol. 20, no. 8, 
April 1974, pp. 1201-1216. 

"This paper studies a fractional flow model of a graded manpower system and 
presents a useful mathemetical programming procedure for evaluation of alternate 
manpower policies. The model is designed as an aggregate planning device. It is 
not designed to specify hiring and promotion policy in an exact sense, but to 
assist in answering questions of the following sort: (i) How should the growth of 
a new organization be scheduled? (ii) What are the costs of institutional restric- 
tions on staff? (iii) How would the system react to a change in promotion policy? 
(iv) What is the relation between the cost of operation and the rate of growth? 
(v) What impact would a wage increase have on the cost of future operations?" 

A demonstration of how the model can be applied to a faculty system with three 
ranks of members is included. 


















MANPOWER PLANNING (Cont'd) 


5-137 1d228.5 -Un76a 
U.S. Department of the Navy. ay 
Application of civilian manpower models to the Naval Facilities Engineering Command, 





by M. Gerwirtz, S. Korn and R. J. Niehaus. Washington, 1974. 24 pp. (OCMM research 


report no. 16) . 

Results of a study to determine applicability of various manpower models to 
management techniques illustrated the use of mathematical and computer techniques 
in solving manpower planning problems. 


MEDICAL CARE 

5-138 

Hughes, James P., ed. 
Cost effectiveness of occupational health programs. Journal of occupational 
medicine, vol. 16, no. 3, March 1974, pp. 153-186. 

Special section containing seven articles, most of which arose out of the 

proceedings of a National Institute of Occupational Safety and Health. 
Conference held at Fontana, California, November 8-9, 1973. 


MOTIVATION 

5-139 

Atella, John T. 
‘Instilling apprehension delicately.' 
no. 4, April 1974, pp. 56-57. : 


Author lists and describes twelve ways in which managers can create an 
environment that will improve employee motivation. 


Administrative management, vol. 35 


> 


5-140 

Ward, Ernest H. 
Elements of an employee motivation program. Personnel journel, vol. 53, 
March 1974, pp. 205-208. 

“Although based on psychological theory, ten elements which ideally should be 
present in an employee motivation program are discussed here in the practical 
terms of what can actually be done in an industrial environment to bring about 
a stronger and more widespread acceptance of organizational goals, and a greater 
desire on the part of employees to work towards them." 


20. 3; 


OLDER WORKER 


5-141 
Pollman, A. William, and Alton C. Johnson. 
Resistance to change, early retirement and managerial decisions. Industrial 
gerontology, vol. 1, no. 1 (new series), Winter, 1974, pp. 33-41. 
A report of a study of members of the United Automobile Workers (UAW) age 60-65, 
part of whom had retired and others who had continued working though eligible 
for retirement, to learn something about older workers attitudes toward change. 
It was found that job changes were related to early retirement decisions, but 
that older workers can adjust to change if properly motivated and trained. 


9-142 
Stewart, Charles D. 
The older worker in Japan: realities and possibilities. Industrial gerontology, 
vol. 1, no. 1 (new series), Winter 1974, pp. 60-75. 
"The special features of the Japanese employment system as it affects older 
workers are described in this article, and the pressures for and resistance to 


change with respect to retirement practices and job opportunities for older workers 
in the modern sector are also interpreted." 


Points out the possibilities for 
both early retirement and retraining. 











OR 








(Cont'd) 
5-143 lel 5é 
U.S. Employment Standards Administration. 
of 1967. Washington, 1973. pp. 


Ace Discrimination in Employment Act 




















th The Secretary of Labor's annual report covering activities in connection wilt 
the Act during 1972. . i tl — : 
Partial contents: Legislative activities; state age discrimi ition laws 
\DEA enforcement activity; Involuntary retirement study; General provisions 
| the Age Discrimination in Employment Act. 
I ORGANIZATLONS 
URGAN LG’: 
' a 9 
| Azumi, Koya and Jerald Hage. 
} Organizational systems; a text-reader in the sociolog t é t \ 
C.C, Health, 1972, 581 pp. 
: Each chapter includes a selection of readings. 
be 145 1d72. 
Child, John, ed. 
Man and organization; the search for explanation and social relevanc: é 
York, Halsted Press, 1973. 261 pp. (British Sociological Associat 
industrial studies 1) 
Partial contents: Sources of objectives in work and employment, by 
j Richard Brown; Getting in: the managed accomplishment of ‘correc el 
outcomes. by David Silverman and Jill Jones; Career and ind rat 
by Roger Mansfield; The end of management, by Colin Fletcher; rgal ti 
os choice for man, by John Child. 
_ he I 10 
Kast, Fremont E. and James E. Rosenzweig. 
Irganization and management; a systems approach. 2nd ed. New York. McGraw-Hill 
1974, 655 pp. 

This text has been revised to facilitate the teaching of the new svster 
paradigm. Greater emphasis is placed on the basic framework in which the 
organization is viewed as a subsystem of its environment. Part 8 dé 

with organization change and the future 
5< 147 Id72.9 .K83or 197 
Kolb, David A., Irwin M. Rubin and James M, McIntyre. 
Organizational psychology; a book of readings. 2d ed. Englewood Cliffs, N.J.., 
1974. 437 pp. 

Readings for the student of managemcnt at all three levels--undergraduate, 
graduate, and in-service. Text to accompany its companion volume by the same 
authors, Organizational Psychology: An Experiential Approach 

9 148 M-Fiche 
Pasanella, Ann K, and Janice Weinman. 
The road to recommendations. Springfield, Va., National Technical Informatior 


Service, 1973. 143 pp. (AD-764-856) 

"How does a researcher convert his own findings into recommendations for ctior 
The site for this analysis was a business organization with an in-house social re- 
search staff. The primary documents for the analysis were 150 studies in the company 


Performing organization: Bureau of Applied Social Research, Columbia University. 


@ 149 1d72.9 V66n 
Vickers, Geoffrey. 
Making institutions work. New York,Halsted Press, 1973. 187 pp. 
collection of essays tracing the development of institution the | 
formed between individuals and these institutions and the confli t t resolut 
of conflict that arise from these relationships. Vickers writes 
Stitutions but suggests that much of the book is relevant to other western untri 


is well. 














ORGANIZATIONS (Cont'd) 





5-150 1d72.9 -W24s 
Warner, Malcolm , ed. 
The sociology of the workplace; an interdisciplinary approach. New York, 
Halsted Press, 1973. 291 pp. (British Sociological Association industrial 
studies 2) 


Partial contents: Research into workplace industrial relations: progress 
and prospects, by Stanley Parker; Cheap at twice the price? Shop stewards and 
workshop relations in engineering, by Edward 0. Evans; Technology and other 
variables: some current approaches in organization theory, by Celia Davies, 
Sandra Dawson and Arthur Francis; The task analysis framework in organizational 
analysis, by Peter Abell and David Mathew; Computers and supervisors, by Keith E, 
Thurley; Sociological imagination and industrial life, by John E. T. Eldridge. 
5e151 
Zenger, John H. and Dale E, Miller. 
Building effective teams. Personnel, vol. 51, no. 2, March-April 1974, pp. 20-29. 


Describes the theory and application of team building as a device for the simul- 
taneous achieving of both management and individual goals. 


OVERSEAS PERSONNEL 

5-152 1c146.5 -Un25s 

U.S. Office of Management and Budget. 
A study of overseas personnel allowances, differentials, and benefits granted to 
Federal U.S. citizen civilian employees in foreign areas. Prepared by Executive 
Development and Labor Relations Division. Washington, 1973. 85 pp. 





PAY 
5-153 _ 
I 
Bell, D. Wallace. =~ en 
Financial participation; wages, profit sharing and employee shareholding. London, 


Industrial Participation Association, 1973. 84 pp. 


9-154 Ie52. .C82s 
Cothliff, J. S. 
Salary administration; a survey of 216 companies. London, British Institute 


of Management, 1973. 42 pp. (Management survey report no. 16) 
"The report confirms the view that a system of individual performance 
appraisal against assigned responsibility is a necessary element of effective 


motivation." Reports survey findings, including developments foreseen by 
companies over the next five years. 
= er Pap 
5@155 le61 -G79m 


Great Britain. Office of Manpower Economics. 
Measured daywork; report by the.... London, H. M. Stat. Off., 1973. 125 pp. 
Defines measured daywork (MDW) and discusses the different forms it may take 
aS a pay system. Reviews the reasons for introducing MDW, its operation and 


implications. Case studies and tables. 
5-156 
Guthrie, Thomas L., Robert N. Peterson and Edwin C. Leonard, Jr. 
The remuneration riddle. Personnel journal, vol. 53, no. 4, April 1974, pp. 253-257. 


Explains how, through the use of computer resources, a compensation program can 
be established which solves major problems, achieves labor market competitiveness 
at minimum cost, reinforces the appraisal system and provides an orderly program of 
salary administration. 














~~ 
. 








PAY (Cont'd) 


5-157 
Lewin, David. 


Aspects of wage determination in local government employment. Public admini- 


stration review, vol. 34, no. 2, March-April 1974, pp. 149-155. 


Examines the process of public wage determination by considering the "prevail- 
ing wage" principle, i.e., the principle that requires public employers to pay the 
same rates as the private sector for comparable jobs. Findings demonstrate that 
"local governments pay relatively more for unskilled, semiskilled, and craft workers 
but relatively less for high-level professionals, managerial and executive employees ,"' 


than private employers. 


Also examines the wage-setting process among local government employers in Los 


Angeles. 


5-158 
Schwab, Donald P. 


Conflicting impacts of pay on employee motivation and satisfaction. 


journel, vol. 53, no. 3, March 1974, pp. 196-200. 


Personnel 


To test the hypothesis that incentive pay systems have a positive effect on 
motivation but a negative effect on job satisfaction, a study was made of 300 
semi-skilled and skilled male and female production workers. Satisfaction was 
tested by the Minnesota Satisfaction Questionnaire (MSQ) and the Job Descriptive 
Index (JDI). Motivation was tested by a questionnaire based on the expectancy 
theory. The hypothesis was supported and leads the author to recommend that em- 
ployee attitudes be assessed directly and more completely than by a traditional 


morale survey. 
5-159 
Schwab, Donald P. and Marc J. Wallace, Jr. 


Correlates of employee satisfaction with pay. Industrial relations, vol. 13, 


no. 1, February 1974, pp. 78-89. 


This study examines six personal and organizational variables of pay satis- 
faction of employees in a manufacturing firm. "In general, the results 
indicate that although satisfaction with pay is related to several of the 
observed variables, the vast majority of the variance in pay satisfaction is 


not explained with the variables used in this study." 


5-160 1e55 -Un35ga 1974 


U.S. Civil Service Commission. 


Salary table no. 59 Executive Branch of the government. Washington, U.S. Govt. 


Print. Off., 1974. 33 pp. 


Information for officers and employees of the government concerned with 
preparation and payment of civilian payrolls and pay vouchers covering per 
annum employees under the General Schedule of salary rates as adjusted by 
Executive Order 11739, October 3, 1973. Tables indicate amounts to be de- 


ducted for Federal income taxes, life insurance, etc. 
Available from U.S. Government Printing Office. 


5 161 JK1308 .Un38r 
U.S. Congress. House. Committee on House Administration. 


Report of the Clerk of the House from July 1, 1973, to December 31, 


U.S. Govt. Print. Off., 1974. 422 pp. 
Includes salaries and expenses of officers and employees. 


5-162 lel102 
U.S. Manpower Administration. 
Significant provisions of state unemployment insurance laws, January 6, 1974. 
Washington, U.S. Govt. Print. Off., 1974. Leaflet. 
Table lists benefits, coverage and taxes of the 50 states, the District of 
Columbia, and Puerto Rico. 


1973 (July-Dec. ) 


1973. Washington, 


.Un665s 1974 




























































PERFORMANCE EVALUATION 


9- 163 





Guide is designed to help the employee in preparing for and imple- 
menting the results of his counseling interview. Suggestions for ana 
and improving job performance are also included 


PERSONNEL ADMINISTRATION 





1Z/ 
y= 164 


Bailly, W. R. 


The establishment, maintenance and promotion of personnel education 


Canadian personnel and industrial relations journal, vol 
pp. 19-24, 





1973, pp. 37-43. 


sense in which unachieved objectives do not represent failure, taki 


9£ departure a quotation from Amos Elon, "Men must be judged by theit1 
only by their ability to achieve them." e states that acknowledgeme 
groups of needs, the need to improve productivity and the need to hu 
"provides at once the long range aims of personnel administrati 
ind support management in improving productivity and making work mo 
ful experience for those doing it." He continues: "yh ill eve 
say that aims of this kind have been achieved in any final sense, bu 
it least have a greater assurance of working in the right direction.’ 
ym 16E 
Fox, Harold W. 
Early signals for personnel administration. Personnel journel, vol. 


cf 


March 1974, pp. 201-204. 
The author believes that a systematic framework of product life cyc 


lined and analogies are drawn for personnel functions, 


= 167 

Kreins, Edward S. S/I 
The behavioral scientist in law enforcement. Police chief, vol. 4l, 
February 1974, pp. 46-48. 

Points out areas in which the professional, i.e., the sociologist 
and psychiatrist, can be valuable to the police idministrator. They 
lection, psychiatric evaluation, and training. 

1-168 S/ 
Nye, Rufus L. 
Improving municipal employee relations. Tennessee town city, vol. 


1 hy; 


July 1973, pp. 15-17. 


Communication, pay practices, overtime pay practices, hours of work 


personnel rules and regulations are some of the major areas where 


+ 


ployee relations. 





Reprinted from South Dakota Municipalities. 





le 398 
Levy, Seymour. 
Improving performance through performance review: i guide to the emp 
<4 LG L ul € } 
Rochelle, Ne. Y., M. M. Bruce, 1970. 12 pp 


The Chairman of the Public Service Commission for Saskatchewan discu 


in marketing theory has applications in the personnel field. The five 


suggests that municipal employers can take positive action toward impr 


lyzing 


Observations on the state of the personnel profession in Canada and on the 1 } 
of the personnel associations. Suggests the possibility of public and privat: 
groups combining into one Canadian Institut of P srsonnel Administrat tos 
9 165 S /¢( 
Dowdell, R. H. 
Personnel administration: looking beyond objectives. Optimum, vol. 4, no. | 


I meaning- ; 
) rb] 
W1il 
10. 
' 


>les developed 


states ol 


precommercialization, introduction, growth, maturity, and eventual decline are out- 


psychologis 


include se- 


i 
} 
L, no. 7 
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vi em- 





et eee 











PERSONNEL ADMINISTRATION (Cont'd) 





5-169 

Robey, Marie B, 
Rediscovering the FPM; hidden nuggets in Chapter 250. Civil service journal, 
vol. 14, no. 3, January-March, 1974, pp. 28-30. 

Suggests that the Federal manager review Chapter 250 of the Federal Personnel 
Mannual which sets forth objectives and broad responsibilities of the government 
manager to the public in the field of personnel administration, Responsibilities 
of the agency head, the manager, the firstline supervisor, and the personnel 
officer are pointed out. 





5-170 
Sheibar, Paul. 
Personnel practices review: a personnel audit activity. Personnel journel, 


vol. 53, no. 3, March 1974, pp. 211-215, 217. 

"The purposes of this personnel review system instituted at Citibank included 
securing information regarding deviations from personnel policy and need for 
corrective action at the operating level; need for changes in personnel policies; 
and employee reaction to personnel policies and work environment. The focus 
here is on the detailed method of analyzing the extent to which supervisors 
comply with personnel policies and practices, and to assist when necessary." 


5-171 Iel8 -St2f 1968 
Starns, Henry C,. 
Federal personnel procedures (correspondence course 114C). Washington, U.S. 


Department of Agriculture, Graduate School, 1968. 209 pp. 
A correspondence course in the regulatory and procedural aspects of Federal 
personnel management. The basic volume is supplemented by a 1970 addition. 


5-172 

Tomeski, Edward A. and Harold Lazarus. 
Computerized information systems in personnel--a comparative analysis of the 
state of the art in government and business. Academy of Management journal, 
vol. 17, no. 1, March 1974, pp. 1688172. 

Data obtained from private sector organizations and Federal state and local 

government departments indicated that the use of the computer in personnel work 
lags behind its implementation in other areas of the organization. 


5-173 Iell.1 -Un35f 
U.S. Civil Service Commission. 
The Federal manager's responsibilities under the merit system. Prepared by 


Office of Public Affairs. Washington, 1974, 11 pp. (Pamphlet 78) 

Essential points on what the manager should know about the merit system. 
Comments on the hiring process, utilizing human resources, equal employment 
opportunity, and fairness and objectivity in adverse actions. 





5-174 Iell.1 -Un423s 1973 
U.S. Defense Supply Agency. 
Summary of proceedings; joint meeting of Civilian Personnel Advisory Council and 
Equal Employment Opportunity Officers. Alexandria, Va., 1973. 58 pp. 
Topics discussed include: the grievance and appeals hearing system; supervisory 
EEO training; incentive awards; labor-management relations; executive development; 
personnel management data systems; new approaches to position classification, and 
upward mobility. 


5-175 Ref. Llell.75 -W62w 


Who's who in personnel administration and industrial relations, ed. by Oliver Cyriax. 
Epping, Essex, Gower Reference Publications, 1973. 518 pp. 
"The first biographical reference guide to the key decision-makers in British 
personnel management and industrial relations." Also contains a register of ad- 
visory organizations. 








PERSONNEL PRACTICES 
5-176 
Clutterbuck, David. 


Whatever happened to "time off for social responsibility"? Management review, 
vol. 63, no. 4, April 1974, pp. 47-49. 
Brief reports on company programs that allow employees time off "to make a 





personal contribution to society." Points out that social leave, in some cases, 
has increased employee work dissatisfaction. 
Condensed from International Management, December 1973. 





PERSONNEL RECORDS 
5-177 
Springall, Joan. 
Personnel records and the computer; a survey. London, Institute of Personnel 
Management and the Industrial Society, 1971. 44 pp. 
Reports on a study of 16 companies (15 British and 1 European) that have 
computerized their personnel records. Discusses problem areas, advantages 
and disadvantages, and the computer itself. Case studies. 





lel6 -Sp8p 


PERSONNEL UTILIZATION 


5-178 
Gallese, Liz R. 





Two for the price of one; colleges say they get more for their money by hiring a 
couple to share one faculty job. Wall Street journal, vol. 183, no. 77, April 19 
1974, p. 30. 

Describes several successful examples of job-splitting or job-sharing where two 
people (sometimes a husband and wife) share a single full-time position. Although 
the practice may seem more suited to the university environment, sources quoted in 
the article suggest that difficulties in finding qualified persons willing to work 
full time and pressures to increase the number of women employees may promote the 
utilization of job-sharing in private industry. 


; 


PLACEMENT 


5-179 
Strengthening employer services. Manpower, vol. 6, no. 3, March 1974, pp. 2«9. 
Article reports on efforts of private business and all levels of government to 
improve job placement services. Programs of the Manpower Administration and the 
National Employers' Committee are described. 


POLITICAL ACTIVITY 
5-180 S/C 
Hibsher, William. 

Assault on Hatch Act signals political activity for government workers. 

St. John's law review, vol. 47, no. 3, March 1973, pp. 509-529. 

A review of the background of the Political Activities Act of 1939 (the 

Hatch Act), significant cases related to its interpretation, current attitudes 

toward its provisions, and possible alternatives. 








ee 











POSITION CLASSIFICATION 





5-181 
irvine, J. 
Job descriptions. Journal of the Professional Institute (Canada), vol. 53, no. 2. 


March 1974, pp. 12-14, 18. 
First in a series of articles on job descriptions in theCanadian public 
service. Defines a job description and explains how to write a proper one. 
Text in English and French. 


PRODUCTIVITY 


5-182 

Holzer, Marc. 
Productivity management: a multi-faceted learning package. Public administration 
review, vol. 34, no. 2, March-April 1974, pp. 163-164, 

Describes the development by the New York City’ Police Academey of a flexible, 
multi-faceted, participant oriented productivity management course. The program's 
essence is a resource package with core materials diverse enough "to be applicable 
to productivity management in any public organization." 


5#183 S/I 
Measuring government effectiveness. Government finance, vol. 2, no. 4, November 
1973, entire issue. 

‘ This issue focuses on productivity in government. Partial contents: Increas- 
ing productivity: a goal of Kansas City, by John M. Urie; Applications of pro- 
ductivity measurement in local government, by Harry P. Hatry; Productivity 
measurement: the ICMA viewpoint, by George P. Barbour, Jr.; Efficiency 
and effectiveness measurement in state and local government by Kenneth S, 
Caldwell; Productivity analysis: its use in local government, by Samuel A. 


Finz. 
5-184 
Moundalexis, John and William Corbett. 
Productivity: Humanistic vs. technological basis. Journal for humanistic 


management, vol. 1, no. 1, 1973, pp. 24-33. 

Authors participated in the joint GAO/OMB/CSC Federal Productivity Project. 
In part 1, Moundalexis gives an overall perspective on productivity. Corbett, 
in part 2, emphasizes humanistic management and increasing productivity through 
positive reinforcements aimed at dismantling the walls between labor and manage- 
ment, work and non-work. 


5-185 

Rockart, John F. 
An approach to productivity in two knowledge-based industries. 
ment review, vol. 15, no. 1, Fall 1973, pp. 23-33. 

Identifies some of the problems in increasing productivity in the education 
and health fields. Presents four methods for increasing performance along with 
suggestions for implementing production and measurement methods in industries 
where there is professional as well as organizational loyalty. 


Sloan manage- 


PROFESSIONAL EMPLOYEES 


5-186 
Kaufman, H. G. 
Obsolescence and professional career development. 


193 pp. 
Book is concerned with the obsolescence of knowledge and skills among pro- 


fessional people primarily the practicing manager. Included are sections 
on measuring and controlling obsolescence, job design and continuing education. 
Bibliographic references for each chapter are listed. 





1e424.2 -K160 


New York, Amacom, 1974, 





PROFESSIONAL EMPLOYEBS (Cont'd) 





5-187 
Sorensen, James E. and Thomas L. Sorensen. 
The conflict of professionals in bureaucratic organizations. 
science quarterly, vol. 


19, 


na 


». L, March 1974, pp. 


98-106. 


Administrative 


"A study of 264 certified public accountants in large public accounting 
firms showed that when professionals work in a professional-bureaucratic organi- 
zation, conflict and deprivation result with predictable consequences such as 
job dissatisfaction and job migration." 


PROMOTION 


5-188 
Jolson, 


vol. 17, 


Marvin A, 

Criteria for promotion and tenure: 
1, March 1974, pp. 
Research indicated that faculty members' criteria for promotion 


no. 


a faculty view. 
149-154. 


Academy of Management journa 


at odds with what they perceived to be administrative criteria. 


5-189 
U.S. 


Civil Service Commission. 


FED facts on the Federal merit promotion policy. 


Affairs. 


Washington, U.S. Govt. Print. Off., 


1974 


le371 


-Un35fe 


and tenure 


1974 


were 


Prepared by Office of Public 


° Folder 


(FED facts 


5) 


An explanation of the way the Federal merit promotion system works. 
Available from U.S. Government Printing Office. 


PUBLIC ADMINISTRATION 








5-190 
Arora, 
Comparative public administration (an ecological perspective). 
India, Associated Publishing House, 1972? 


Ramesh K, 


192 pp. 


lall 


-Ar6c 


New Delhi, 


",.-An attempt is made to analyze the ‘ecological’ and 'developmental' 
elements of some major conceptual constructs of comparative public administration 
in the overall context of the environment in which such constructs have been 


developed." 


5-191 
Dunsire, 


A, 


Administration; 


the word 


and 


the 


science. 


and contemporary problems associated with it. 


92192 
Goodrum, Charles A. 
The Library of Congress. 


New York, Praeger, 


1974, 


of U.S. government departmens and agencies) 


5-193 
Kim, Jae T., 


ed. 


New York, J. Wiley, 
Concerned with the study of administrative science, 


Tall 


2733 


292 pp. 


Tall 


New perspectives in public administration; introductory readings. 


MSS Information Corp., 


1973. 


229 pp. 


A supplementary reader for a textbook in public 
are arranged under three breakdowns: 
ministration and organization theory; Contemporary 


Introduction 


administration; New trends in administrative organizations. 


administration. 


1973. 
its development, 


-D92a 


262 


G62L 


-K56n 


New York, 


Articles 


to the study of public ad- 
issues and problems in public 


pp. 
branches 


(Praeger Library 





al 


PUBLIC ADMINISTRATION (Cont'd) 





5-194 


MacDonald, Scot. 








Will GSA's new office succeed in making policy for all agencies? Gover 
executive, vol. 6, no. 3, March 1974, pp. 37-41. 
Outlines General Services Administration's responsibilities under ecut 
Order 11717 issued May 9, 1973, includ‘ng its responsibility "for directing and 
coordinating the development of proposed Executive Branch positions and implementa- 
tions regarding the issues that have been raised by the recommendations of the 
Procurement Commission." 
#195 
Rosenblum, Victor G. 
Handling citizen initiated complaints: n introductory study of Feder 
procedures and practices. Administrative law review vol. 2¢ Winter 1974, 
pp. 1-47. 
Reports findings of a questionnaire study. Rosenblum maintains that "The 


idministrative unit that has specific procedures and personnel for 





-ompiainte 


handling is less likely than those without identifiable resources for handlin 
complaints to be dominated or disrupted when a complaint is bucked from Coneress 
or the White House." He proposes the establishment of an association of complaint 
specialists with staff of the Administrative Conference servin; s its secretari 
sTIREMENT 

I6 

e/08 a. I 

Carp, Frances M,, ed. 

Retirement. New York, Behavioral Publications, 1972. 109 pp. 

"This comprehensive look at retirement as a transitional life stage was 
instituted by the Federal Government in order to initiate theory building in 
this much neglected area." An extensive bibliography, author and subject indexes 
are included. 

5=197 /T 
Forseter, Bernard. 
Integration of pension and profit-sharing plans. Taxes, vol. 1 c 
September 1973, pp. 517-524. 

Discusses the two basic techniques used to integrate private plans wi 
social security benefits--supplemental and offset. "The author recommends 
that supplemental integration remain as a part of the laws governing pension 
plans and that offset integration be discontinued or modified to prevent the 
abuses that now exist." 

= 198 Lle714 -K61p 
Kingston, Nicola. 
Pensions today; a survey of current practice in 570 BIM and NAPF companies. 
London, British Institute of Management, 1973. 40 pp. (Management survey 
report no. 13) 

Survey of current pension benefits provided by British companies, and the 
changes since 1969. Discussion of new state pension plan, to be introduced 
in 1975, contained in forward. 

Supplement: Company pensions and the 1973 Social Security Act. 4 pp. 
(Management information sheet no. 36) 

5-199 
McGill, Dan M. 
Wharton quarterly, vol. 7, no. 3, Winter 


Employer guarantee of pension benefits. 
1973, pp. 11, 36-40. 

McGill, Chairman of Wharton School's Insurance Department and of 
Research Council, discusses the guarantee of employee benefits when 
plan is terminated, and reports some survey findings. 


the Pension 
a pension 



































RETIREMENT (Cont'd) 
5-200 S/I ) 


Moulton, Frank V. and John Mandeville. 
Fire and police pension survey data. Minnesota municipalities, vol. 59, no. l, 


January 1974, pp. 6, 8-13, 31. 
Compares the effects of a 1973 amendment to the Minnesota Statues which allowed 
fire and police association relief funds to assume an ability to earn 5% rather 
than 3%. Some results were: the immediate financial requirements of most funds 
were reduced, and a higher ratio of funding was rendered more attainable. De- 
tailed tables give data on funds for Minnesota cities. | 


5-201 

Schulz, James H, 
The economics of mandatory retirement. Industrial gerontology, vol. 1, no. 1 
(new series), Winter 1974, pp. 1-10. 

A look at the incidence of mandatory retirement and the economic rationale 

for it. Schulz suggests that mandatory retirement is becoming a "nonissue" 
due to incentives for more flexible early retirement and the declining number of 
employees affected by age ceilings. 


—— 


eee 


> 


5-202 


Se 


Serwer, Alan M, 
Mandatory retirement at age 65--a survey of the law. Industrial gerentology, 
vol. 1, no. 1 (new series), Winter 1974, pp. 11-22. 
This article surveys the various legal means employees and unions have used 
to oppose mandatory retirement policies. Also summarizes the decisions of courts 
and arbitrators in terms of collective bargaining agreements, the Fourteenth ) 
Amendment and the Civil Rights Act of 1866. 


f 
5-203 le537 -Un655e 1973 
U.S. Labor-Management Services Administration. 
Characteristics of 178,670 plans on file January 1, 1973 under the Welfare and 
Pension Plans Disclosure Act. Washington, 1973. 27 pp. 
Covers type of plan, location, administrator, benefits, contributors, employees 
covered, and distribution of plans by induasty. Welfare plans outnumber pension p 
plans by three to one; a few "combination" plans were also reported. 
{ 
5= 204 eam —S “ } 
‘ Le537 -Un655w 1971 
U.S. Labor-Management Services Administration. : 
Welfare and pension plan statistics, 1971. Washington, 1971. 34 pp. , 
: Presents financial data and welfare and retirement plan characteristics compiled 
from reports for odd numbered years 1959-1971. 
' 
»= 205 
Withers, William. 
Some irrational beliefs about retirement in the United States. Industrial 
gerontology, vol. 1, no. 1 (new series), Winter 1974, pp. 23-31. 


Observations about the arbitrary nature of U.S. retirement systems, pointing 
specifically to erroneous assumptions about age and productivity, the aged's 
need for income, and the uniform relevance of age 65 for all workers. 





EE 





RETIREMENT - - PLANNING 





5-206 
Kasschau, Patrica L. 
Reevaluating the need for retirement preparation programs. 
vol. 1, no. 1 (new series), Winter 1974, pp. 42-55. 
This paper seeks to distinguish between two often confused functions 
tirement preparation programs--counseling and planning, and to reevaluate the 
factors affecting them in program effectiveness. Includes guidelines for an ideal 


Industrial gerontology, 


of re- 


program. 
5-207 le717.5 -M97n 1973 
Musson, Noverre. 
The national directory of retirement residences: best places to live when you 
retire. Rev. ed. New York, F. Fell, 1973. 214 pp. 
Provides an alphabetical listing by state and city, as well as pertinent 
information on residences. Offers advice on selling a house, moving, finances, 


etc. 


SAFETY 
5-208 1e558 -F5lg¢g 





Firenze, Robert J. 
Guide to occupational safety & health management with readings on industrial 
hazard control. Dubuque, Iowa, Kendall/Hunt, 1973. 204 pp. 
Designed as a guide to be used by instructors and students in directing 
study and stimulating interest in occupational safety and health. 


SCIENTISTS AND ENGINEERS 





@2 es — 
5-209 1e53 -En3En3en 
Engineering Manpower Commission. 
The engineer's salary evaluation kit 1973. New York, Engineers Joint Council, 1973 
24 pp. 


Designed to aid the engineer in evaluating his own salary progress and to help 
Supervisor's in reviewing engineering salaries. Kit utilizes information first 
published in Professional Income of Engineers by the Engineers Joint Council. 

Bound with: Guidelines to professional employment for engineers and 
scientists. 1973. 16 pp. 











5-210 lel72 -En3p 
Engineers Joint Council. 
Proceedings of the ... Conference on Engineering Personnel--September 25, 26, 
1973. New York, 1973. 64 pp. 

Papers: Views of an engineering executive, by John H. Arnold; Professionalism-- 
employment guidelines, by T. W. Tomkowit; Building an engineering team through be- 
havioral science concepts, by E. J. Winsor; Utilization of engineering and re- 
lated personnel, by John W. Geils; Recruiting and utilization of minorities, 
by Robert N. Mills; Supply and demand, by John Alden, 

5@211 S/1 

Jarrell, Donald W. 
Recruitment source as a determinant of researcher effectiveness: a case study. 
Akron business and economic review, vol. 4, no. 3, Fall 1973, pp. 36-41. 

Employees in professional scientific and engineering positions at a Federal 
research center were surveyed to compare the relative cost and effectiveness of 
employee recruitment from four different sources. It was found that those hired 
as experienced professionals tended to be a rather poor investment, while those 
hired on a cooperative study plan between the research center and their respective 
universities tended to be a good investment. College recruits, both graduate 
and undergraduate, did not present as clear a picture. 
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(Cont'd 





9212 

Kaufman, H. G. 
A critical incident study of personal characteristics associated with technical 
obsolescence among engineers. Studies in personnel psychology (Canada), vol. 5, 
no. 1, Spring 1973, pp. 63-67. 


"An exploratory investigation was carried out in an attempt to identify personal 


1 


characteristics associated with technical obsolescence among engineers. Critical 
incidents involving behaviors indicative of engineers who were considered either 
up-to-date or obsolescent were reported by a sample of R&D engineering managers. 
This procedure was replicated among a group of employed engineers enrolled in 
graduate evening studies. In both samples, cognitive factors including lack of 
loss of engineering ability, knowledge or competence were primarily associated 


with engineers identified as obsolescent. Motivational factors including engineer- 


ing interest and drive were mentioned most frequently as being characteristic of 


engineers who stay current in their field." 


9-213 


M-Film 
Kaufman, Harold G, 


Work environment, personal characteristics and obsolescence of engineers. Ann 
Arbor, Mich., University Microfilms, 1970. 120 pp. 
"The objective of this research was to investigate the manner in which the 


personal characteristics exhibited by engineers at the outset of their careers, 
is well as the nature of their early work environments, influenced the manifesta- 
tions of technical obsolescence in their subsequent careers." It followed up 

110 engineers from three organizations approximately 14 years after they began 
their careers in the mid-1950's. 


Doctoral dissertation, New York University, 1970. Abstracted in Dissertation 
Abstracts International vol. 31, no. 8, February 1971, p. 5047-B, 





5 214 S/I 

Link, Charles R. 
The quantity and quality of education and their influence on earnings: the case 
of chemical engineers. Review of economics and statistics, vol. 55, no. 2, May 
1973, pp. 241-247. . 

"This paper has estimated the determinants of earnings for 759 chemical 
engineers. Variables representing numerous socio-economic, personal and edu- 
cational characteristics are incorporated in the earnings equations but special 
emphasis has been placed on the influence of the quantity and quality of college 
education and student ability." 


Although statistically significant, the level of education, the school and 


student quality variables explain only a small amount of the earnings variations. 


5-215 
Seiler, Dale A.! and William E. Williams. 
A longitudinal assessment of engineers' job expectations. Studies in personnel 


psychology (Canada), vol. 5, no. 1, Spring 1973, pp. 31-36. 

"This study longitudinally assessed the stability of individuals' job ex- 
pectations. A total of 243 engineers completed an eight dimension 2l-item 
questionnaire at four points in time; at hire, one month, six months, and one 
year. Difference in average expectation ratings over time and between job 
dimensions were not significant. The correlations between all the time interval 
comparisons for average expectation ratings were significant. The results indi- 


cated that expectations were stable during the early phase of an individual's 
career," 











SCIENTISTS AND ENGINEERS (Cont'd) 





S/C 
5-216 S/¢ 
Souder, William E. 

Autonomy, gratification and R & D outputs; 
ment science, vol. 20, no. 8, April 1974, pp. 1147-1156. 
! A study of the differences in behavior and work output among | 
development scientists under conditions of high and low autonomy resulted in 
high autonomy was associated with high work gratification 
out put 


a small-sample field study. Manage- 


32 research and 


these major findings: é 
for development scientists but not for research scientists, and project 


; . - .r than the leve 

were related to work orientation (research vs. development) rather than the level 
‘ ‘ . imi eae oa 
of autonomy. Management implications of the findings are discussed. 


er- 
5-217 lel72 -Un7u 
U.S. Atomic Energy Commission, 
) Utility staffing and training for nuclear power. Washington, U.S. Govt. Print. Off., 
1973. 86 pp. (WASH-1130 revised) 

Includes chapters on staffing the individual utility, national requirements, 
training and education programs and schedules (for operators, supervisory and 
technical personnel), and sources of training and trained manpower. 

SELECTION 
5-218 
Daugherty, Thomas H. 
{ Application of the Index of Relevance to personnel management. Personnel 
journal, vol. 53, no. 4, April 1974, pp. 273-276. 

Describes the Index of Relevance, a computerized technique for personnel 
inventory control in large organizations. Explains how it works and compares 
it with the Hard Match procedure. The Index of Relevance has proved to be a 
success at Pratt & Whitney Aircraft Division where it has been incorporated 

? into its Total Information System. 
) 
Be 
5-219 


Evans, Terry. 
FACS; improved staffing through computer application. Civil service journal, 
vol. 14, no. 3, January-March 1974, pp. 32-35. 
Describes the Federal Automated Career System (FACS), a Civil Service 
Commission program to assist agencies in meeting staffing needs. It is a "centralized 
computer-based skills inventory covering career employees at certain key grade 
levels and in certain occupational groups." 
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SELECTION (Cont'd) 


5-220 S/1 
Neumann, Gail, Lewis J. Sherman and L. R. O'Leary. ' 
Job-related tests and police selection procedures. Police chief, vol. 41, 


no. 2, February 1974, pp. 43-45, 66. 

Stresses the importance of job-related selection techniques to comply with 
Equal Employment Opportunity Commission guidelines and to select the best 
person for the policing job. 


5-221 
Page, Eric N. 
On hiring counselors: a vita speaks its mind. Personnel and guidance journal, 
vol. 52, no. 7, March 1974, pp. 471-476. 
Suggests ways of improving letters of recommendation, evaluating transcripts, 
and conducting successful interviews. Sample letter form included. 


5-222 


U.S. Department of the Air Force. 
The electronic career ladder evaluation project: an aptitude requirements study. 
Prepared by James B. Carpenter, Occupational Research Division, Air Force Human 
Resources Laboratory. Lackland Air Force Base, Texas, 1973. 11 pp. (AFHRL-TR-73-35) 


1e437 -Un455e 


SUPERVISION 
5-223 
Amrhine, Kenneth W. 


Closing the posture-performance gap. Supervision, vol. 36, no. 4, April 1974, 
pp. 12-13. 


Sees the supervisor as "the motivator" and suggests ways for increasing em- 
ployee incentive. 


SUPERVISORS 
57224 
Cohen, Barry M. 
The development of a face valid human relations skill check-list to 
lower level industrial supervisors. 
vol. 5, no. 1, Spring 1973, pp. 21-30. 
"Given a pool of 167 managerial performance items, 


appraise 
Studies in personnel psychology (Canada), 


a sorting procedure was 
used to isolate those items believed to represent various managerial skills. 
check-lists were constructed on the basis of the sortings and were used to 
a group of lower level supervisors. 


Skill 
appraise 
A mulitrait multimethod analysis revealed that 
only the human relations check-list was a moderately independent measure 


and was re- 
lated to the way in which the performance domain was concerned." 





SUPERVISORS (Cont'd) 


5-225 Tech. Rpts. AD-753-263 
Hill, Walter A. and John A. Ruhe. 
Attitudes and behavior of black and white supervisors in problem solving groups. 
Gainesville, University of Florida, 1972. 44 pp. (Technical report 72-2) 
"The purpose of the study is to provide information concerning the attitudes 
and behaviors of black and white supervisors in simulated problem solving groups. 
Subject were 12 black and 12 white students who were assigned randomly to super- 
vise three different racially mixed dyads of subordinates; all black, mixed, and 
all white. ... Although supervisors were found to vary their leadership stylé 


' 


these variations were traced to differing task demands rather than supervisors 
{ race." 
Prepared in cooperation with North Carolina University, Charlotte 
TESTS 
5-226 Le256 -ln8c 1974 


International Personnel Management Association. 
..-Catalog of personnel tests, 1974. Chicago, 1974. 41 pp. 
) Information on renting and purchasing personnel tests. 


S/I 


50297 
Pearn, Michael. 
Immigrants and selection tests. Industrial and commercial training (Gt. Brit. 
vol. 5, no. 9, September 1973, pp. 438-439. 
Describes some of the problems of administering and interpreting results of 
-35) selection tests, especially when testing immigrants or those from differing 
cultural backgrounds. 


r 


5-228 
Petersen, Donald J. 
The impact of Duke Power on testing. Personnel, vol. 51, no. 2, March-April 
1974, pp. 30-37. 
Reports results of a survey to determine the effects the decision of the 
U.S. Supremem Court in Griggs v. Duke Power has had on the validation of tests 
and use of testing as a selection device. 





TRAINING 
5-229 
Braley, Brain W. 
! Public service training in Maine. Public management, vol. 56, no. 4, April 1974, 
pp. 7-8. 
Discusses the Maine Municipal Association's Public Service Training effort 
which provides a mechanism for small municipalities to join in a training network. 
Ll Supervisory-management programs and vocational-technical assistance are made avail- 
5€ able to geographical clusters as sufficient demand arises. Includes two case 
aC 1 studies. 


re- 














TRAINING (Cont'd) 
fea tees } 
5-.230 
Gaylord, John A. 
The development of skills training courses; one practitioner's approach. Train- 
ing and development journal, vol. 28, no. 4, April 1974, pp. 16-18, 20-26, 28+, 5 


Step by step guidelines for developing a skills training course. Points out 
the importance of anticipating skills required by the organization, surveying 
which are available, and determing what training will bring available skills 
in line with those that will be needed. 


Lawson, Tom E, 

Gagne's learning theory applied to technical instruction; a hierarchical learning 

sequencing. Training and development journal, vol. 28, no. 4, April 1974, pp. 32-40. 
Article gives an overview of Robert Gagne's theoretical position on learning 

and discusses possible applications in the development of technical instruction, 

The three instructional steps through which Gagne's theory can be applied are task 

analysis, the interference of learning type, and the determination of internal and 

external conditions that facilitate learning each task. 


5-232 

Murphy, Michael J. 
ICMA small cities training program. Public management vol. 56, no. 4, April 1974, 
pp. 21-23. 


The Small Cities Training Program of the International City Management Association 
was developed with a grant from the U.S. Civil Service Commission, under the Inter- 
governmental Personnel Act. A training guide, a handbook, and an operations manual 
are the three parts of a training package that is being developed. The program ) 
seeks: '"1) to provide managers and principal city officials with up-to-date in- 
formation on management practices as they apply today in small cities; and 2) to 
utilize modern group techniques that will assist training participants in developing 
communication skills and building teamwork...." 


5- 233 

Schneier, Craig E. 
Training and development programs: what learning theory and research have to 
offer. Personnel journal, vol. 53, no. 4, April 1974, pp. 288-293, 300. 

Presents principles and findings from learning theory and research which 

should be useful in phases of training and development programs. These are 
grouped into seven categories. "Training and development is viewed here as a 
four-phase process which is aimed at diagnosing the learning situation and 

faciliating learning in organizations." 
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TRAINING (Cont'd) 


3-234 

Siegel, J. P., D. A. Ondrack and R. F. Morrison. 
Education and development of employee relations staff: a survey of current 
practices. Canadian personnel and industrial relations journal, vol. 2l, no. 


March 1974, pp. 25-27, 30-31, 34+. 

A study of -the education and training of management personnel involved 
in personnel and industrial relations in 20 Toronto companies. Findings show 
that few firms have formal training plans for these employees. The authors in- 
clude recommendations for overcoming training deficiencies. 


5=235 Te414 .Un90t 
U.S. Social and Rehabilitation Service. 
Training for Federal quality control review. Washington, 1973. 168 pp. — 
Training manual for Federal reviewer of state programs to determine whether they 
qualify for grants for social services. 


TRAINING--ADMINISTRATION 





5- 236 
Gallegos, Robert C. and Joseph G. Phelan. 
Using behavioral objectives in industrial training. Training and development 


journal, vol. 28, no. 4, April 1974, pp. 42-48. 

The authors offer a systematic approach to training that emphasizes what the 
trainee learns rather than what the teacher teaches. After the instructor se- 
lects the behavioral goals he wants to reach, he then decides on the relevant 
content and objectives. 


5<237 1e418.7 . T67m 
Tracey, William R. 
Managing training and development systems. New York, Amacom, 1974, 480 pp. 
Chapters: Training and development in the 1970s and 1980s; The training 
manager and his job; Planning for training and development; Organizing the train- 
ing department; Staffing the training department; Directing training personnel; 
Controlling training. 


5-238 
Voloudakis, Effie. 
Guide to organizing an industrial remedial typing program. 
ment journal, vol. 28, no. 4, April 1974, pp. 52-56. 
The training coordinator of a New York bank describes the bank's skills train- 
ing program to upgrade their clerical personnel. 


Training and develop- 











We 
TRAINING-METHODS 








5 
5~239 Bi 
Bunkell, H. W. 

The power of the box. Management services in government (Gt. Brit.) vol. 29, no. 1, } 
February 1974, pp. 51-56. 
Describes the use of videotape to simulate on-the-job experiences likely to be en- 
countered by staff inspectors in Britain. They find this especially valudble ginc 
they travel to field offices and often have to make decisions without the benetit 
of consultation with a colleague. Article also discusses some of the technical 
and personal aspects involved in using videotape training. 
) 
5— 240 
Chentnik, C. G. and P.A. Weatherford. 
Teaching management by management exception. Academy of Management journal, ) 
vol. 17, no. 1, March 1974, pp. 90-100. ) C 
Application of the personalized system of instruction to an introductory 
management course indicated that this method was more effective than the tradi- 
tional lecture method of instruction. 
\ 
} 
TRANSPORTATION, EMPLOYEE 
5-24] 
Lee, Raymond, 
. ‘ . . ‘ _ | c 
Carpooling. Management information service report (International City Manage- : 
ment Association), vol. 6, no. 2, February 1974, pp. 1-17. 


Outlines the advantages of carpooling for the individual, organization and 
community. Discusses factors in forming carpools, systems for managing them, 


incentives to use them, plus legal implications. Some alternatives to voluntary 
carpooling are suggested. 


WOMEN--EMPLOYMENT (Cont'd) 
5-249 
Arbogast, Kate A, we 
Women in the Armed Forces: a rediscovered resource. 
no. 11, November 1973, pp. 9-19. 
Article reviews the history of women in the U.S. military and discusses 


changes that have recently taken place and will! take place as a result of the 
Equal Rights Amendment 
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Bralove, Mary. 
Where the boys are: despite much hoopla, few women capture companies' top jobs. 
Wall street journal, vol. 183, no. 76, April 18, 1974, pp. 1, 33. 

Despite the publicity concerning increased opportunities for women in management, 
this article indicates that few women are able to move much farther than 
management positions; and for those who do, life at the top “is even more of 
strain for some women." Suggests that some women feel more government action is 
needed to push more companies into initiating affirmative action 
women. 
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Crites, Laura. 
Women in law enforcement. Management 
City Management Association), vol. 
Suggests recruiting, 


information service report (International 
5, no. 9, September 1973, 16 pp. 
testing and training procedures for implementing 


a police- 
women patrol program. Discusses evaluation standards for rating policewomen. 
Bibliography. 
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1e154.9 So4w 
Michigan State University. School of Labor and Industrial Relations. 
Women in American labor history, 1825-1935; an annotated bibliography, by Martha 
Jane Soltow, Carolyn Forche and Murray Massre. East Lansing, 1972. 150 pp. 
Sections on employment, trade unions, working conditions strikes and lockouts, 
protective legislation, worker education, labor leaders, and supportive efforts. 


An appendix lists archival collections in the U.S. relating to women and Labor. 


5-246 1e154.9 -Oh3y Vol. 3 
Ohio State University. Center for Human Resource Research 
Years for decision; a longitudinal study of the educational and labor market 
experience of young women, by Roger D. Roderick and Andrew I. Kohen. Columbus, 
1973. 104 pp. 


One of a series of Department of Labor contracted studies on the labor market 


experience of subsets of the U.S. population. This volume is an interim report 


on the educational and labor market experiences of women 14 to 24 years of age 
and focuses on patters of change in the first three years of the study. 
Prepared under contract with the Manpower Administration. 
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Safilios-Rothschild, Constantina. 
Women and social policy. Englewood Cliffs, N.J., Prentice-Hall, 1974. 197 pp. 
Presents a set of strategies, social action, policies and laws that are required 
if sexism is to be eradicated. 
Partial contents: Strategies to broaden women's training and educational options; 
Strategies toward the economic and employment liberation of women; Social policy for 
the educational, occupational and economic liberation of men. 





5-248 Te1l54 -Se4a 
Seifer, Nancy. 
Absent from the majority; working class women in America. New York, American 
Jewish Committee, National Project on Ethnic America, 1973. 85 pp. 


A look into the lifestyle of white ethnic working class women presented in an 
historical perspective. 


5-249 
Schoonover, Jean W. 
Why corporate America fears women. Vital speeches of the day, vol. 40, no. 13, 


April 15, 1974, pp. 414-416. 

Ten reasons that men fear women on the job are offered as an explanation of 
some of the problems involved in giving women equal employment opportunities. 
Speech delivered to a seminar sponsored by the Life Advertisers Association 
and the Institute of Life Insurance in Chicago, February 28, 1974. 


5-250 1e154.5 -Un35g 
U.S. Civil Service Commission, 
Guidelines for Federal Women's Program coordinators. Washington, U.S. Govt. 


Print. Off., 1974. 11 pp. (Personnel management series no. 25) 
Available from U.S. Government Printing Office. 


52251 
U.S. Women's Bureau. 
Counseling women for careers in business. Prepared by Jean A. Wells. 
Washington, U.S. Govt. Print. Off., 1973. 5 pp. 
Comments on ways to increase women's exposure to their opportunities in 


the business world. College and university programs and on-the-job opportuni- 
ties are two avenues mentioned. 


Reprinted from: The Personnel Woman, July-August 1973. 
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Women push for union power. Business week, no. 2324, March 30, 1974, p. 102. 
Reports on the newly-formed Coalition of Labor Union Women (CLUW). Over 
3,000 women attended the organizing convention, and resolved to work within the 
union movement to secure a greater role in labor affairs, higher wages, and 
better working conditions for women workers. 
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Bullock, Paul and others. 
Aspiration vs. opportunity: "Careers" in the inner city. Ann Arbor, Mich., 
University of Michigan-Wayne State University, Instutute of Labor and Industrial 
Relations, 1973. 173 pp. (Policy papers in human resources and industrial 


relations, 20) 

A study of disadvantaged, minority male youth in the greater Los Angeles 
area. One focus of the book is "the quantity and quality of labor market 
information received by young people and its effects upon career aspirations 
and job search." 
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